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IN  THIS  ISSUE  .  .  . 


When  is  the  last  time  someone  asked  you  if  you  liked  your  job?  I’ll 
bet  it’s  not  been  too  long  ago. 

Why  did  you  choose  a  secretarial  job  in  education?  For  the  variety? 
No  matter  how  much  experience  in  the  business  world,  almost  everyone 
new  to  school  work  is  immediately  conscious  of  the  differences — in 
atmosphere,  in  emphasis,  in  concepts,  and  in  expectations. 

Whether  your  omce  is  in  a  converted  home,  an  armory,  or  in  a  build¬ 
ing  with  a  “room  with  a  view”  makes  little  difference.  Primarily  the 
work  is  similar.  You  want  to  be  a  secretary — a  top-notch  secretary,  the 
able  assistant  to  an  important  executive.  You  take  pride  in  your  achieve¬ 
ment,  for  you  have  a  challenging  job.  Chances  are  you  work  for  a 
fast-thinking,  fast-acting  dynamo  who  works  at  jet  sp>e^. 

A  school  job  is  like  a  gaily  wrapped  Christmas  package.  You  have  a 
vague  idea  of  the  size  and  the  shape  of  things  to  come,  but  you  cannot 
help  being  a  little  excited  and  curious  about  what  you  will  actually 
find.  After  you  open  the  office  door,  you  undo  the  wrapping  and  take 
a  peek. 

Remember  your  first  days  in  educational  office  work — all  the  confusion 
due  to  lack  of  knowledge,  lack  of  understanding,  and  your  general  feel¬ 
ings  of  strangeness?  Who  helped  you  to  get  started?  Whether  you  went 
into  a  well -organized  office  with  a  planned  program  of  induction  and 
orientation  to  help  new  employees  learn  about  the  job,  or  whether  you 
were  left  alone  to  learn  “the  hard  way,”  you  were  being  trained. 

Lasting  impressions,  correct  or  not,  are  made  during  the  first  few  days 
in  a  new  location.  Are  you  doing  justice  to  your  school,  your  office, 
and  yourself  in  creating  a  good  impression  which  will  interest  other 
women  to  follow  in  your  footsteps  and  become  educational  secretaries? 

How  about  you?  What  are  you  doing  to  improve  your  skills?  Enroll 
in  a  night  course  to  increase  your  shorthand  skill;  keep  up  on  new 
bookkeeping  procedures  and  English  forms.  If  you  are  starting  out  on 
your  first  job,  you  may  want  to  take  courses  to  increase  your  efficiency 
— and  your  chances  for  advancement.  Elducation  of  any  kind  is  stimulat¬ 
ing,  broadening,  and  fun.  It  keeps  you  alert,  keeps  you  growing  mentally, 
helps  you  to  become  a  more  interesting  person.  Once  you  start  learning 
anew,  you  will  find  no  place  for  boredom  in  your  working  or  leisure 
hours.  Can  your  boss  release  pressures  to  you  as  a  confidential  secretary 
who  sees  not,  hears  not,  speaks  not?  You’re  the  girl  who  thinks  twice 
before  speaking  and  even  then  goes  by  another  old  adage — “When  in 
doubt,  don’t.” 

Helen  Fenner,  Elnora  Miller,  Ellen  Byers,  and  Hermila  Aguilar  tell  you 
all  about  their  jobs  in  education.  You  will  find  them  to  be  interesting 
reading. 

The  “Listening  In”  section,  written  by  Agnes  and  Wilma,  continues  to  be 
a  reader’s  must  with  informative  articles  from  affiliated  associations. 

You  should  be  interested  in  the  Professional  Standards 
I  ^  ,  Program.  Read  the  article  and  then  send  in  your  appli- 

1  cation — soon. 

'  #  ^  Have  you  read  the  Association’s  new  publication, 

I  I  PLAN  YOUR  WORK  .  .  .  AND  DO  IT?  This  booklet 

comes  to  you  with  your  membership. 
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According  To  Your 

NAES  President 

RACHEL  MAYNARD 

College  of  Butinett 
Unieertity  of  Arizona 
Tucson,  Arizona 


“What  you  are  to  be,  you  are  now  be¬ 
coming!” 

“Consider  it  ‘time  invested’  rather  than 
time  spent’  when  you  go  to  conferences 
and  meetings  to  improve  yourself.” 

“Take  your  job  professionally,  rather 
than  manually.  Organize,  plan,  count,  dele¬ 
gate,  complete.” 

“It’s  all  up  to  you.” 

Do  any  of  these  quotations  bolster  up 
your  inner,  half-expressed  desire  that  this 
is  the  year  that  you  really  ought  to  do 
something  about  reading  a  good  book,  or¬ 
ganize  your  office  work  a  little  better,  take 
a  course  at  night,  apply  for  your  Profes¬ 
sional  Standards  Certificate,  reduce  ten 
pounds,  keep  your  filing  done,  learn  to  play 
the  piccolo,  attend  a  NAES  Conference? 

All  you  need  to  do  is  start!  Take  the 
first  step!  Today! 

Buy  that  book  you  want  to  read,  and 
tonight,  read  the  first  five  pages.  Tomorrow 
ni^t,  the  next  five.  Open  PLAN  YOUR 
WORK  AND  DO  IT  to  any  page,  read, 
and  put  into  operation  any  suggestion  for 
working  smarter,  not  harder,  that  you 
find  on  that  page.  Just  take  the  first  step. 
Peruse  the  night  school  catalog.  What  shall 
it  be;  Spanish?  Literature?  History?  The 
fint  step  is  to  fill  out  and  mail  in  the 
registration  blank. 

The  first  step  in  applying  for  your  Pro¬ 
fessional  Standards  Certificate  is:  Write  to 
Mrs.  Mary  Lawrence,  103  Lucky  Street, 
Payette,  Missouri,  for  the  application 
filanks  and  the  new  Professional  Standards 
Program  brochure.  When?  Now! 

Ooh,  reduce  ten  pounds?  Giving  up  that 
sugar  doughnut  at  coffee  break  ought  to 
help. 

You  haven’t  heard  of  FILE  IT  RIGHT— 
.\ND  FIND  IT!  Elducational  secretary,  you 


haven’t  lived!  This  book  tells  you  how  to 
do  that  filing  and  keep  it  done.  (The  order 
blank  for  the  book  is  in  this  magazine). 
By  the  way,  do  you  own  all  the  other 
books  in  the  library  of  the  educational 
secretary;  ACTION  AND  REACTION, 
BLUEPRINT  FOR  ACTION. 

Can  anyone  tell  me  how  to  toot  on  the 
piccolo? 

Start  now  to  fatten  the  piggy  bank  to 
get  you  to  a  NAES  Conference.  The  West¬ 
ern  Regional  Conference,  in  Phoenix,  Ari¬ 
zona  on  April  22,  23,  24,  is  guaranteed  to 
refresh  your  mind,  renew  your  efficiency, 
and  relax  your  soul  in  the  Arizona  sun¬ 
shine.  The  National  Convention  in  Dur¬ 
ham,  New  Hampshire,  July  22,  23,  24  will 
be  a  two-day,  working  Convention  for  all 
professional- minded  educational  secretar¬ 
ies.  Three  Institutes,  one  in  New  Hamp¬ 
shire,  one  in  Arkansas,  and  one  in  Texas, 
plus  a  Workshop  in  South  Dakota,  give  you 
close-at-hand  opportunity  to  “invest  your 
time.” 

Think  this  first-step  business  doesn’t 
work?  It  does!  I  have  read  the  first  volume 
of  Trevelyan’s  HISTORY  OF  ENGLAND; 
I  devised  a  system  of  “master  number” 
so  that  requests  for  secretarial  help  in  our 
office  move  along  smoothly;  I  attended  a 
series  of  lectures  on  “Increasing  Your  Pro¬ 
ductivity”  (where  I  heard  those  quota¬ 
tions  at  the  beginning  of  this  article);  I 
shed  ten  pounds;  I’m  starting  to  work  on 
my  next  Professional  Standards  Certifi¬ 
cate;  I  assigned  one  girl  to  do  the  filing 
every  day  and  set  aside  time  for  her  to 
do  it;  I’m  going  to  attend  the  Arizona,  the 
South  Dakota,  and  the  New  Hampshire 
Conference.  The  piccolo  is  beyond  me. 

C’mon,  I  dare  you!  Take  that  first  step! 
It’s  all  up  to  you! 
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Ruts  or  Rainbows? 


by 

ARLO  L.  SCHILLING,  Ph  D. 
Assistant  Superintendent  of  School* 
Elkhart,  Indiana 


A  young,  personable,  “going  places”  as- 
lirtant  superintendent  describes  pretty 
well  the  author  of  this  interesting  article. 

Dr.  Schilling  received  his  B.A.  Degree 
from  Huntington  College,  his  M.A.  De¬ 
gree  from  Indiana  University,  and  his 
PhD,  from  Purdue  University. 

His  background  in  education  includes  a 
high  school  science  and  social  studies 
teocker,  coach,  principal  of  both  elemen¬ 
tary  and  secondary  schools,  and  a  college 
iiwtructor.  He  represents  Indiana  on  the 
Curriculum  Policy  Planning  Committee 
for  the  proposed  “Classroom  In  the  Sky” 
project. 

There  is  no  fundamental  difference  be¬ 
tween  a  rut  and  a  grave.  A  grave  is  deep¬ 
er  and  harder  to  get  out  of,  that’s  all.  Each 
of  us  by  our  daily  actions  and  activities 
lave  many  opportunities  to  help  build 
futs  or  rainbows  for  ourselves  and  others. 

A  person  who  becomes  wholly  absorbed 
®  the  minute  details  of  his  specialized 
work  can  easily  come  to  the  point  where 


he  thinks  and  functions  in  a  rut;  he  thus 
becomes  his  own  grave  digger. 

Most  of  us  spend  perhaps  a  third  of  our 
time  in  the  work  by  which  we  earn  a 
livelihood.  There  are  many  hours  when, 
by  means  of  study  and  observation,  we 
can  pull  ourselves  to  the  top  of  a  mental 
knoll  and  look  about  us  and  study  the 
scenery. 

It  is  people  who  do  this  very  thing  who 
acquire  perspective.  Perspective  always 
widens  a  rut  into  an  upward  leading  high¬ 
way,  never  deepens  it  into  a  grave.  Per¬ 
spective  always  puts  a  rainbow  in  the 
picture. 

There  are  some  fjeople  who  are  so  deep 
in  a  rut  that  their  work  has  become  dull 
and  routine.  There  is  no  fire  in  their  eyes, 
no  inspiration  for  those  who  work  with 
them. 

The  person  in  a  rut  will  often  kill  a  good 
idea  by  repeating  one  of  these  stock 
phrases.  “We  tried  that  before.  It  costs 
too  much.  It’s  too  radical  a  change.  We’re 
too  small  for  it.  Not  practical.  That  will 
make  our  other  equipment  obsolete.  Don’t 
be  ridiculous.  It  isn’t  in  the  budget.  We 
did  all  right  without  it.  Let’s  form  a  com¬ 
mittee.  We’ll  be  the  laughing  stock.  If 
you  can’t  understand  it,  oppose  it.  We’ve 
never  done  that  before.  Why  change  it,  it’s 
still  working  O.K.  The  boss  would  never 
go  for  it.  If  you  can’t  convince  ’em,  confuse 
’em.  It  won’t  work  in  OUR  system.” 

The  individual  who  is  always  painting 
rainbows  will  frequently  use  these  phrases. 
“The  difficult  can  be  done  immediately, 
the  impossible  takes  a  little  longer.  Let’s 
try  it.  Success  comes  in  cans,  not  in  can’ts. 
Columbus  took  a  chance.  Mistakes  are  not 
final.  We  can  do  it.  We’ll  grow  with  it. 
It  sounds  great.  Nothing  is  impossible. 
Nothing  ventured,  nothing  gained.  Let’s  be 
the  first  to  do  it.  When  do  we  start? 

The  “rainbow  painter”  is  a  bom  opti- 
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mist;  the  “rut  digger,”  a  born  pessimist. 
If  we  accept  these  definitions,  it  becomes 
even  more  evident.  Optimism  means  wait¬ 
ing  for  a  ship  to  come  in  when  you  haven’t 
sent  one  out.  An  optimist  starts  a  cross¬ 
word  puzzle  with  a  fountain  pen.  The 
pessimist  is  one  who  feels  bad  when  he 
feels  good  for  fear  he’ll  feel  worse  when 
he  feels  better.  This  assumes  to  be  true 
what  Abraham  Lincoln  said,  that  “most 
folks  are  as  happy  as  they  make  up  their 
minds  to  be.” 

Rainbows  are  always  illusive,  but  always 
worth  reaching  for.  The  individual  who 
gives  above  and  beyond  the  daily  routine 
assignment  is  reaching  for  rainbows.  What 
we  give  to  others  we  keep  forever,  what 
we  keep  to  ourselves  we  lose  forever. 
There  is  something  exciting  and  rewarding 
about  losing  ourselves. 

The  negative  point  of  view  eventually 
gets  you  into  a  rut.  The  positive  point  of 
view  puts  a  rainbow  in  the  picture.  Each 
day  we  are  building,  for  ourselves  and 
others,  ruts  or  rainbows. 

In  order  to  get  out  of  the  rut  one  must 
accept  the  truth  of  the  old  adage  .  .  . 

“God  grant  me  the  serenity  to  accept  the 
things  I  cannot  change;  courage  to  change 
the  things  I  can;  and  the  wisdom  to  know 
the  difference.” 

What  then  will  enable  you  to  avoid  the 
ruts  and  reach  the  rainbows?  Perhaps 
a  wagon,  saves  you  lots  of  jolts.  Humor 
will  do  for  you  what  the  springs  do  for 
a  wagon,  saves  you  lots  of  jolts.  Humor 
is  one  of  the  free  and  untaxed  pleasures 
left.  It  enables  one  to  get  over  the  fence 
so  that  you  can  laugh  with  people  instead 
of  at  them.  A  sense  of  humor  is  what 
makes  you  laugh  at  something  that  would 
make  you  mad  if  it  happtened  to  you.  Mark 
Twain  once  remarked  that  the  human  race 
has  one  really  effective  weapon  and  that  is 
laughter. 

Hand  in  hand  with  a  sense  of  humor 
is  independence  of  thought  and  an  eter¬ 
nally  questioning  mind.  In  the  pursuit  of 
happiness  your  sense  of  humor  can  relieve 
tension,  soothe  the  pain  of  disappointment 
and  strengthen  the  spirit.  Humor  is  the 
safety  valve  God  has  given  us  to  keep  us 
from  blowing  our  tops.  Let’s  use  it.  It  isn’t 
gravity,  but  laughter  that  holds  the  world 
together. 

Even  the  most  terrific  sense  of  humor 
in  the  world  cannot  replace  your  need  to 
fulfill  the  demands  of  your  job:  namely. 


proficiency  in  the  essential  skills;  a  pleas¬ 
ing  personality  and  ability  to  work  well 
with  others;  neatness  and  dependability; 
and  enthusiasm,  loyalty  and  tact.  There  is 
no  nice  way  to  be  rude.  It’s  nice  to  be  im¬ 
portant,  but  it’s  much  more  important  to 
be  nice.  You  are  the  master  of  the  un¬ 
spoken  word.  Once  it  is  out  of  your  mouth, 
you  are  the  slave. 

Nothing  is  really  work  unless  you  would 
prefer  doing  something  else.  Doing  noth¬ 
ing  is  the  most  tiresome  job  in  the  world, 
because  you  can’t  quit  and  rest.  If  you 
don’t  do  your  own  linking,  you  may  do 
someone  else’s  work. 

The  poorest  reason  for  doing  something 
today  in  a  certain  way  is  that  you  did  it 
that  way  yesterday  or  last  year  or  ten 
years  ago.  There  are  tried  and  true  prin¬ 
ciples  underlying  every  kind  of  work,  but 
the  application  of  these  principles  changes 
and  you  ought  to  change  with  them.  If  we 
don’t  we’ll  be  left  in  the  lurch.  By  looking 
up  and  around,  by  developing  your  sense 
of  humor,  you  can  keep  out  of  the  rut. 

Your  job  demands  a  sense  of  perspec¬ 
tive.  You  are  the  eyes  and  ears  of  your 
school  system.  You  are  the  most  over¬ 
worked,  under-paid,  least  appreciated,  and 
frequently  abused  person  in  the  world. 
But,  we  couldn’t  survive  without  you! 
Even  more  reason  you  must  develop  your 
sense  of  perspective. 

Recently  a  very  competent  secretary  dis¬ 
played  this  desk  sign.  Things  to  do  today 
1.  Get  organized.  2.  Talk  to  my  boss.  3. 
Get  reorganized.  No  RUTS  for  this  secre¬ 
tary.  How  about  you?  RUTS  OR  RAIN¬ 
BOWS? 


NORTH  SHORE  PRINTERS.  INC. 


535  South  Sheridan  Road 


Waukegan,  Illinois 
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"My  Job" 


My  position  in  the  office  of  the  Wilmette 
Junior  High  School  consists  of  many  jobs. 

First,  I  am  a  receptionist,  meeting  the 
public  and  students  that  come  to  the  office, 
directing  them  to  the  right  person  or  han¬ 
dling  the  problem  myself  if  it  comes  under 
the  heading  of  “my  job.”  Meeting  the 
public  also  includes  answering  all  tele¬ 
phone  calls,  and  many  daily  requests  of 
students,  and  teachers  for  information, 
records  or  supplies. 

Secondly,  I  am  a  stenographer  handling 
correspondence,  dictation  and  filing  for 
the  many  school  activities  as  well  as  ad¬ 
ministrative  duties  that  have  to  be  per¬ 
formed  in  a  school  of  750  students.  This 
also  includes  record  keeping  of  teacher 
attendance,  making  up  monthly  attendance 
reports  for  the  Board  office,  and  checking 
the  individual  monthly  reports  of  each 
teacher  for  the  Board  office.  This  category 
also  includes  handling  of  the  daily  mail, 
sorting  and  placing  in  teacher’s  mailboxes, 
and  screening  that  which  goes  to  the  Prin¬ 
cipal’s  attention. 

Third,  I  am  a  registrar  of  new  students, 
making  up  all  records  and  adding  to  class 
lists.  I  also  write  for  their  scholastic  re¬ 
cords  from  previous  school  attended  and 
collect  fees.  Each  student  has  an  individ- 
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ual  daily  program  that  is  alphabetically 
on  Ale,  so  that  we  know  at  all  times 
of  the  school  day  where  a  student  can 
be  located.  Part  of  this  work  consists  of 
keeping  all  class  lists  and  student  records 
up  to  date  and  notifying  the  Board  office 
of  any  change.  I  must  also  close  all  re¬ 
cords  for  dropped  students  and  send  their 
transcripts  to  the  new  school  they  will 
attend,  besides  making  up  any  refunds 
they  are  to  receive  with  their  transfer. 

Fourth,  I  am  an  operator  of  the  dup¬ 
licating  machine,  mimeograph  machine, 
and  adding  machine. 

Now  I  become  a  bookkeeper,  typing 
requisitions  for  supplies,  checking  in  and 
distributing  these  supplies  and  keeping 
orders  for  same  up  to  date.  As  a  book¬ 
keeper  I  also  check  invoices  for  supplies, 
when  necessary,  keep  fee  accoimts,  stu¬ 
dent  council,  bookstore,  petty  cash  and 
yearbook  records  and  make  deposits  of 
money  from  same. 

Sixth,  I  am  a  nurse  for  a  period  of  three 
hours  in  the  morning,  when  the  regular 
nurse  is  at  her  other  school.  This  re¬ 
quires  Arst  aid  to  minor  injuries,  and  a 
call  to  the  home  of  a  child  who  may 
need  medical  care  or  is  too  ill  to  remain 
in  school. 

'The  seventh  job  consists  of  being  a  co¬ 
ordinator  between  the  P.TA.,  building 
custodians,  teachers  or  outside  interests 
using  the  building.  This  will  need  a  little 
explaining.  Our  school  has  various  avail¬ 
able  rooms  for  use  by  outsiders  when  not 
scheduled  for  use  by  the  school.  We  have 
a  large  beautiful  Auditorium  that  seats 
1190  people,  two  gyms,  a  student  lounge,  a 
bandroom,  a  library,  and  a  cafeteria  that 


seats  250.  These  spaces  are  reserved  for  use  teachers  in  the  Art  Department,  two  Typ- 
by  various  organizations  as  well  as  by  the  ing  teachers,  four  Physical  Ed  teachers,  i 
many  branches  of  the  school,  and  records  teacher  for  the  class  of  Educable  Mentally 
consisting  of  a  time  sheet  and  instructions  Handicapped,  a  special  Speech  teacher,  and 
or  equipment  needed  by  the  organization,  a  Librarian. 

must  be  kept  so  that  no  two  are  sched-  Taking  a  verbal  tour  of  the  building  «e 
uled  for  the  same  place  at  the  same  have  on  the  basement  level  at  the  South 

time.  The  calendar  book  of  dates  for  the  a  large  cafeteria,  kitchen,  and  stu- 

use  of  these  rooms  average  approximately  dent  lounge.  The  same  end  of  the  buUdin* 
20  outside  organizations  or  affairs  a  month,  above  this  secUon  is  a  large  gym  for 

A  monthly  report  has  to  be  sent  to  the  boys  with  adjoining  shower  and  locker 

Board  office  indicating  the  different  or-  rooms.  A  regulation  size  gym,  locker  and 
ganizations  using  these  spaces.  shower  room  for  girls  is  situated  across 

I  would  say  the  eighth  job  would  include  the  hall  from  the  boys  gym. 

all  miscellaneous  items  that  do  not  fit  Walking  along  the  main  hall  toward  foe 
into  the  above  categories  such  as:  listing  offices  you  will  pass  a  typing  room  and 
graduation  work  and  student  names  for  3  core  classroom.  Passing  a  stair  corridor 
programming,  in  preparation  for  the  on  the  main  hall  we  arrive  at  the  offices, 
printers;  assigning  make  up  dates  for  stu-  across  from  which  is  the  Library.  Hie 
dents  after  school  dancing  classes  spion-  largest  class  in  the  library  includes  seven- 
sored  by  the  P.T_A.  and  other  details.  ty-five  students  at  one  time.  This  period 
This  eight-point  list  indicates  the  tre-  on  the  students  program  is  used  for  ref- 
mendous  variety  of  my  job.  The  variety  erence  work  or  studying, 
includes  the  mechanical  tasks  which  are  Following  the  main  hall  and  crossing 
commonly  known  to  fall  within  the  prov-  another  corridor  we  pass  other  core 
ince  of  a  school  secretary.  The  educational  homerooms,  the  music  and  dramatic  dc- 
secretary’s  job,  however,  is  not  restricted  partment  consisting  of  a  band  room,  and 
to  mechanical  functions  such  as  typing  music  rooms,  one  of  which  is  used 

and  mimeographing.  Human  relations  is  m  conjunction  with  the  Auditorium  for 
the  keynote  of  this  job.  It  is  chiefly  the  dramatics  classes.  These  rooms  are  on  the 
human  relations  aspects  which  give  my  right  and  opposite  on  the  left  are  the  teach- 
job  its  greater  variety,  its  interest,  and  gr’s  lounge,  a  study  hall  and  then  the  Art 
its  distinctive  flavor.  Department  which  is  a  unit  in  itself.  It  has 

As  I  work  with  the  principal  of  our  a  round  center  meeting  room,  and  four 
school,  we  cooperatively  define  and  de-  rooms  branching  off,  for  the  teaching  of 
scribe  the  limits  of  my  job.  The  tasks  I  painting,  ceramics,  woodshop  and  sewing, 
perform  are  different.  I’m  sure,  from  the  On  down  the  hall  are  two  more  seventh 
tasks  which  other  school  secretaries  per-  grade  classrooms  and  across  the  hall 
form.  The  differences  are  due  to  the  per-  again  to  the  Auditorium, 
sonal  qualifications  and  abilities  that  dif-  Up  we  go  to  the  second  floor,  at  foe 
fer  from  those  of  other  individuals,  and  North  end  of  which  is  a  large  square 
this  is  why  my  job  sometimes  overlaps  with  five  core  classrooms  taking  up  three 
that  of  the  professional  educator.  sides  of  the  square  and  the  wall  of  the 

These,  of  course,  are  the  main  points  of  Auditorium  on  the  fourth  side.  Turning 
“my  job”  and  the  reward  is  the  satisfac-  down  the  hall  to  the  left,  we  locate  the 
tion  of  working  with  some  mighty  fine  special  education  room  for  the  E.MJl 
adults  and  having  contact  with  youngsters  group.  These  youngsters  also  attend  reg- 
who  are  at  a  very  interesting  and  won-  ular  classes  in  gym,  the  arts,  music  and 
derful  age.  library. 

I  should  like  to  give  you  some  idea  of  Returning  down  the  main  hall  of  the 
the  school  itself.  The  faculty  consists  of  second  floor,  we  pass  the  science  and  pho- 
fourteen  home  room  teachers,  or  core  tography  departments,  another  core  class- 
teachers,  each  having  two  different  sec-  room,  four  mathematics  rooms,  and  three 
tions  per  day,  making  a  total  of  fourteen  more  core  classrooms.  Now  we  retim 
7th  grades,  and  fourteen  8th  grades.  There  downstairs  and  back  to  the  office,  which 
are  three  Science  teachers,  four  Mathe-  consists  of  the  main  office,  two  principals 
matics  teachers,  four  teachers  in  the  offices,  and  a  nurses  office.  The  facultj’ 
Music  and  Dramatics  department,  four  members  number  thirty-five. 
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My  Job:  Minutes,  Minutes  and 
More  Minutes 


So  you  think  someone  might  like  to  read 
about  what  I  do?  As  I  think  this  assign¬ 
ment  over  I  realize  I  could  ramble  on  and 
on  and  perhaps  miss  the  point  entirely. 
This  business  of  being  an  educational  sec¬ 
retary,  whether  it  be  a  principal’s  secre¬ 
tary  or  superintendent’s  secretary,  seems 
to  take  a  certain  type  of  person;  a  person 
mterested  in  a  diversified  job,  someone 
who  is  patient  and  just  plain  likes  people, 
and  someone  who  is  willing  to  work  the 
length  of  time  it  takes  to  get  things  done. 

The  general  role  of  the  educational  sec¬ 
retary  is  quite  similar  regardless  of  the 
oflice  in  which  one  works.  The  essentials 
are:  courtesy,  imderstanding,  patience,  tact 
and  loyalty — all  of  which  amounts  to  good 
public  and  staff  relations.  I  have  had  the 
?ood  fortune  of  attaining  a  choice  role,  that 
of  being  secretary  to  the  Superintendent 
and  Hostess  to  the  Board  of  location. 

In  September  of  1947,  I  began  my  career 
in  the  Paramount  School  District  as  an 
elementary  school  clerk.  In  February  of 
1949, 1  went  to  the  District  Administration 
OflSce  to  be  the  secretary  of  Mr.  Jack  Rob- 
•nson,  the  Director  of  Elementary  Educa- 
don.  The  following  July  my  boss  became 
Superintendent  of  the  elementary,  kinder¬ 
garten  through  sixth  grade,  school  district, 
and,  I  am  among  those  fortimate  ones  who 
luve  been  given  the  opportunity  of  ad- 
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Paramount  Unified  School  District 
ISllO  South  California  Avenue 
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vancing  with  their  boss.  This  previous  ex¬ 
perience  provided  me  with  a  good  back¬ 
ground  for  the  enjoyable  and  interesting 
work  I  am  now  doing.  The  many  changes 
that  took  place  during  the  district’s  growth 
from  an  elementary,  kindergarten  through 
sixth  grade,  school  district  with  an  enroll¬ 
ment  of  3,626,  to  a  unified,  kindergarten 
through  twelfth  grade,  school  district  with 
an  enrollment  of  8,700  students,  has  been 
stimulating  and  exciting. 

During  these  district  changes  the  gov¬ 
erning  board  was  also  making  changes; 
they  progressed  from  a  three  man  Board 
of  Trustees  with  limited  responsibilities  to 
a  five  man  Board  of  Education  with  greater 
and  more  varied  responsibilities.  Every 
phase  of  this  growth  has  been  a  challenge 
because  as  our  school  district  grew  so  de¬ 
veloped  our  community.  This  school-com¬ 
munity  advancement  has  been  an  inte¬ 
grated  program  for  the  people  of  our  dis¬ 
trict. 

One  of  the  fine  things  developed  by  my 
“boss”  during  these  years  of  progress  is 
the  agenda  used  for  our  board  meetings. 
This  agenda,  which  Dr.  D.  Lloyd  Nelson 
used  in  his  classes  at  the  University  of 
Southern  California,  has  been  used  as  a 
I>attern  by  many  school  districts  through¬ 
out  the  United  States.  One  of  my  assign¬ 
ments  is  to  compile  the  agenda  for  the 
Board  of  Education  meetings.  Ordinarily 
there  are  two  school  board  meetings  held 
each  month,  on  the  first  and  third  Wed¬ 
nesday  evenings  at  8  p.m.  In  compliance 
with  Board  Policy,  the  agenda  is  sent  to 
each  member  of  the  Board  of  Education 
by  a  district  messenger  on  Friday  after¬ 
noon  preceding  the  board  meeting. 

The  compiling  of  this  agenda  is  my  larg¬ 
est,  single,  most  time  consuming  assign¬ 
ment,  and  in  order  to  meet  this  require¬ 
ment  it  is  necessary  to  have  a  time  sched¬ 
ule.  How  about  spending  some  time  with 
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me  and  we’ll  get  ready  for  a  board 
meeting? 

TUESDAY  The  Cabinet,  comprised  of 
the  Superintendent,  Assistant  Superin¬ 
tendents,  Administrative  Assistants  and 
Assistant  Business  Manager,  with  me 
acting  as  secretary,  meets.  At  this  meet¬ 
ing  items  for  the  board  agenda  and  ad¬ 
ministrative  policy  matters  are  discussed. 

WEDNESDAY  I  prepare  the  Super¬ 
intendent’s  material  for  the  agenda  in¬ 
cluding  his  necessary  recommendations 
on  submitted  reports  from  the  depart¬ 
ments  within  the  district. 

THURSDAY  At  noon  reports  from 
the  offices  of  Personnel,  Education,  and 
Business  are  sent  to  my  office  for  com¬ 
pilation.  During  the  afternoon  I  go 
over  the  material  and  assign  all  reports  a 
number. 

FRIDAY  The  report  pages  are  num¬ 
bered  in  the  lower  right  comer  of  the 
page  for  easy  identification,  since  that 
number  is  also  typed  on  the  action  side 
of  the  agenda.  These  numbered  reports 
and  the  minutes  of  the  previous  board 
meeting  are  assembled  and  fastened  on 
the  left  hand  side  of  the  agenda  folder. 
I  then  proceed  to  make  up  the  action 
side  of  the  agenda  which  is  comprised  of 
information  and  items  upon  which  Board 
of  Education  decisions  must  be  made. 
The  dittoed  copies  of  this  information  are 
then  fastened  on  the  right  hand  side 
of  the  agenda  folder.  The  Board  agenda 
contains  between  seventy-five  and  one 
hundred  pages  and  twenty-two  copies 
are  compiled.  The  complete  copies  are 
then  thoroughly  checked  and  sent  on 
their  way  to:  Board  of  Education  mem¬ 
bers,  Central  Office  Administrators, 
Teachers  Association  President,  and 
Representative  Principals. 

The  agenda  is  organized  in  ten  sections 
each  of  which  has  a  code  number,  for 


example: 

Minutes  (previous  meeting)  0. 

Questions  From  Floor  1. 

General  Functions  2. 

Personnel  3. 

Curriculum  and  Instruction  4. 

Financial  and  Business  Procedures  5. 
Plants  6. 

Pupil  Personnel  7. 

Public  Relations  8. 

Auxiliary  Services  9. 


During  the  course  of  a  year  all  motions 
are  coded  and  consecutively  numbered  for 


easy  reference,  beginning  with  the  July 
organizational  meeting  of  the  Board  of  Ed¬ 
ucation.  The  first  motions  would  be  codtd 
as:  1.1,  1.2,,  1.3,  etc. 

Following  the  board  meeting,  after  the 
business  and  the  signing  of  the  necessary 
papers  is  taken  care  of,  my  extra  curricu¬ 
lar  activities  begin.  In  our  Administration 
Office  we  believe  that  friendliness  is  very 
essential  in  this  business  of  education,  and 
so,  over  a  cup  of  coffee  and  a  piece  of  pie 
people  get  to  know  other  people  better. 
The  Administrator  responsible  for  the  re¬ 
freshments  of  the  evening  assists  me  in 
serving  the  repast.  Those  members  of  the 
audience,  who  have  been  p>atient  and  inter¬ 
ested  enough  in  district  policy  and  business 
to  stay  for  the  entire  show,  are  invited  to 
join  the  Board  of  Education  and  Admin¬ 
istrators  for  the  refreshment  hour — and  I 
mean  hour!  If  the  meeting  is  over  early, 
say  9: 30  to  10  p.m.  which  is  so  seldom  it 
is  hardly  worth  mentioning,  the  group  in¬ 
variably  sits  and  visits  until  11  or  11:30 
p.m.  Should  the  meeting  adjourn  late,  the 
conversation  is  “short  and  sweet”  because 
the  members  of  the  Board  or  staff  find  it 
difficult  to  explain  the  after  midni^t 
hours!  We  all,  however,  enjoy  this  friendly 
gathering  and  the  opportunity  to  chat  with 
friends  present. 

After  the  crowd  has  gone,  the  Admin¬ 
istrator  who  brought  the  refreshments  and 
I  wash  the  dishes  and  get  the  kitchen  and 
staff  room  in  order  for  the  next  day's 
activities. 

The  morning  after  a  board  meeting  1 
write  an  abstract  of  the  meeting  and  send 
a  copy  to  each  school  principal.  I  then  take 
care  of  the  authorized  correspondence,  re¬ 
turn  material  used  at  the  board  meeting 
to  their  respective  offices  for  processing, 
and  proceed  to  write  the  minutes  of  the 
board  meeting.  These  minutes  will  be  sub¬ 
mitted  in  the  next  board  agenda  for  ap¬ 
proval  or  correction.  The  next  step  is  to 
type  the  approved  set  of  minutes  into  the 
permanent  record  bood  and  then  we  begin 
to  think  about  the  next  board  meeting. 

In  addition  to  the  responsibility  for  the 
prepkaration  of  the  board  agenda,  I  have 
the  usual  varied  and  routine  office  respon¬ 
sibilities:  the  Superintendent’s  and  Board 
of  Education’s  correspondence,  teleplwme 
calls,  the  answering  of  the  many  personal 
inquiries  that  reach  a  Superintendent’s 
office,  the  coordinating  of  Central  Office 
activities,  and  the  keeping  of  a  calendar 
of  events  on  the  use  of  the  Board  Room- 
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List  Mme 
SciMol  Address 


Application  for  Membership,  1959-60 

Date.  . . .  - 

Miss 

.Mrs.  _ _ _ 

Mr.  (First  Name) 


(Name  of  school  or  office) 


( Initial) 


Hmm  Address 
SEND  MAIL  TO  (Check  one) 


(Street  and  No.) 

(Street  and  No.) 


City 

City 


Zone 

Zone 


School  Address 
Home  Address 


li  this  a  renewal  membership? 


New  membership? 


State 

State 


MAIL  TO:  Miss  Isabel  M.  Paddock,  Board  of  Education,  Warwick  Valley  Central 
School,  Warwick,  New  York. 

DUES — $4.00  per  year — $50  LIFE,  after  second  year,  w/pmts  $20-10-10-10.  Full 
membership  privileges;  subscription  to  NATIONAL  EDUCATIONAL  SEC¬ 
RETARY;  and  free  copy  of  publication  each  year  one  is  published. 


A  Completely  New  Concept  to 

Bring  You  Erasing 

Speed,  Perfection,  Time  Savings 

SUPER-CONVENIENT 
JET  ERASERS 

Exceptional  Qnality-Knbbor  Toxtnros 
for  All  Erasing  Requirements 

■4  FOR  PENCIL  ERASING  A  CLEANING 

NO.  82.5  JtT.  With  hue  mi  rubber  fore. 
(NO.  8250  with  whi.sk) 

•4  FOR  ERASING  INK,  TYPEWRITING. 
BUSINESS  MACHINE  WRITING 

NO.  827  JKT.  With  business-like  Kray  riibluT 
lore.  (NO.  8270  with  whisk) 

■4  FOR  BALL  POINT  ERASING 
NO.  8.T8  B.Al.I.  POINT  IKT.  Spscial  “ball 
point"  foriiiula  green  rubix-r.  (NO.  8.580  with 
whisk) 

•4  MULTI-PURPOSE  ERASER 

NO.  855  TWIN  JET.  Rrand  Sew!  Double 
ended.  Carntains  both  gray  and  red  rubber 
•  ores,  emit  over  2“  long!  (iray  rubber  for 
erasing  lypewriiing.  business  machine  writing, 
ink;  red  rubber  for  pencil  erasing  and  cleaning. 

Money  .saving  refills  in  each  texture. 
Ask  your  office  manager  or  stationer 
today  for  iVeldon  Roberts  Quality  Jet 
Erasers,  or  write  for  descriptwe  folder. 

WELDON  ROBERTS  RUBBER  CO. 

365  Sixth  Avenue,  Newark  7,  N.  J. 

World's  Foremost  Eraser  Specialists 


TVV.A 

iKeriimtinental 
Bix-ing  707  Jet 


SH4EE;  Almost  like  a  ball  point  pen. 
Wonderful  in  "feel"  and  balance,  SO 
toty  to  handle  and  use! 
iTYLE;  Smart,  transparent  polyethelene 
holders  with  pocket  clip  or  with  whisk 
brush  for  typists. 

SIZE:  Luxury-rubber  cores,  over  d'/j" 
lesg! 

SUED:  The  smoothest,  cleanest,  fastest 
•rasing  ever  originated  to  delight  you, 
♦o  "perfect"  correcting,  to  minimiie 
•rasing  time. 

finest  Ouelitg  for  the  finest  Erasing 

lUilldm  B0646I5 


Comet  Misttkes  in  Any  Language 
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How  do  your 
Floors  rote? 

(THY  THIS  SIMPIE  TEST  ...) 


[3  appearance  —  are  you  proud  of  it? 

0  long  wear  —  are  taxpayers  getting  their  money's  worth? 

0  safety  —  can  you  walk  in  high  heels  without  slipping? 

0  maintenance  —  do  floors  always  look  newly-laid? 

And  do  the  custodians  get  this  result  without  back-breaking  labor? 

X,  (fm  CM  mxk  "'YES*'  wim 

f FLOOR  TREATMENTS! 

Hillyard  "Mainfaineer  ®  "  Is 
"On  Your  Staff,  Not  Your  Payroll". 

ST.  JOSEPH,  MO. 

--r-  N,  J.  Son  Jet*,  Collf. 
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Can  I? 


Growing  pains — a  new  guidance  depart¬ 
ment  to  be  organized  in  a  school  bulging 
at  the  seanrs.  In  ten  years  of  existence  this 
school  has  grown  and  grown.  Located  out¬ 
side  the  city  limits  of  a  city  of  50,000,  it 
is  a  small  school  with  continual  growing 
pains.  Now  I’ve  been  transferred  from  the 
front  office  to  be  a  secretary  in  a  guidance 
department  that  is  little  more  than  a 
dream. 

Here  I  am,  an  extrovert  who  loves  per¬ 
sonal  contact,  loves  people,  who  has  ap¬ 
plauded  or  scolded  students  for  four  years 
now  doing  the  paper  work  on  these  stu¬ 
dents.  Am  I  up  to  it?  Can  these  students 
come  as  alive  to  me  in  the  cumulative 
folder  as  they  were  so  very  much  alive 
in  the  front  office?  Anything  new  is  a 
challenge  to  my  spirit.  This  is  certainly 
new— it  isn’t  yet  a  reality.  The  guidance 
department  is  to  take  shape  as  a  much 
larger  entity  than  has  been  envisioned  so 
far,  having  been  made  possible  by  the 
National  Defense  Education  Act  (NDEIA). 
I  National  Education  Defense  Act  would 
'•lake  sense  to  me!) 

I  now  work  on  records  that  before  were 
sandwiched  in  between  the  one  hundred 
and  one  tasks  of  a  high  school  office.  Now 
I  may  have  time  to  evaluate  the  informa¬ 
tion  to  come  to  my  desk.  Should  it  go  on 
the  new  cumulative  folder  or  be  recorded 
and  placed  in  the  miscellaneous  folder?  Is 
it  information  that  will  be  needed  only 
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by 

ELLEN  S.  BYERS 
Secretary 

Willamette  High  School 
1801  Echo  Hollow  Road 
Eugene,  Oregon 


now  and  then?  It  is  all  information  on  the 
student,  but  is  it  the  type  to  be  needed 
immediately  or  that  which  a  counselor 
will  use  after  considerable  thought  and 
examination?  How  do  I  judge?  Fortu¬ 
nately,  the  vice  principal  (also  Dean  of 
Boys  and  guiding  light  of  the  new  guid¬ 
ance  program)  is  an  extrovert  too — stops 
to  listen  to  my  inquiries  and  gives  me  an 
explanation,  a  detailed  one,  thank  good¬ 
ness,  so  that  I  can  go  on  with  a  clearer 
concept  of  how  each  item  will  fit  in  with 
the  expanded  program  now  planned. 

After  new  students  are  registered  and 
assigned  classes,  I  interview  them  for  per¬ 
sonal  information  for  their  records.  What 
a  wonderful  chance  to  get  to  know 
them!  I  instinctively  like  people  at  the 
first  meeting.  This  student  is  a  complete 
stranger.  No  one  here  knows  her  because 
the  record  from  her  former  school  has 
not  arrived.  I  will  judge  her  by  this  first 
contact.  Then  the  records  arrive,  I  will 
either  record  or  file  them  in  the  folder. 
What  was  my  evaluation  from  the  first 
interview?  Do  the  records  substantiate  my 
first  opinion  of  this  student  or  do  I  revise 
my  opinion?  What  a  wonderful  chance  to 
learn  about  human  nature — other’s  and 
my  own.  This  is  an  opportimity  to  put 
the  school’s  best  foot  forward;  to  start 
public  relations  toward  the  student.  I  like 
this  new  student  and  I  want  to  help  her 
to  like  our  school  and  the  faculty.  I  hope 
I  have  an  attitude  of  enjoyment  in  my 
work  that  will  elicit  a  favorable  response 
from  the  student  being  interviewed.  I 
want  that  student  to  be  glad  she  enrolled 
here — to  feel  that  we  are  glad  to  have 
her.  I  want  her  to  recognize  the  feeling  of 
friendliness  we  have  toward  our  students 
— that  she  “belongs”  the  minute  she  en¬ 
rolled. 

How  am  I  going  to  fit  in?  Paper  work 


for  a  pterson  who  loves  to  talk  and  listen? 
Will  it  be  a  satisfying  job?  Right  now 
the  challenge  of  something  new  gives  it 
the  stimulus  that  holds  my  interest.  But 
— paper  is  either  colored  or  white,  the  ma¬ 
terial  on  it  is  either  typewritten  or  hand¬ 
written.  Will  it  be  a  live  and  living  thing 
to  me  or  just  information  on  paper?  I  can’t 
imagine  creating  an  image  that  will  grow 
and  mature  from  the  ninth  grade  through 
graduation.  After  four  years  of  applauding 
or  scolding  students;  watching  the  change 
from  a  timid  freshman  into  a  confident 
senior,  together  with  the  personal  contact 
that  has  given  me  a  great  deal  of  satis¬ 
faction,  putting  students  in  a  folder  and 
then  know  them  from  that  medium  only 
leaves  me  wondering. 

While  the  folders  are  taking  a  new 
shape  and  the  work  load  is  being  outlined 
and  allotted,  I  keep  wondering,  “What  am 
I  doing  here?”  A  person  who  thrives  on 
hustle,  bustle,  and  noise;  one  who  found 
every  day  in  the  front  office  a  new  ad¬ 
venture — can  I  adjust  to  a  quieter  and 
more  orderly  routine?  It’s  hilarious  now, 
my  desk  is  a  corner  of  a  work  table  in 
the  v.p.’s  office,  my  typewriter  stand  was 
shanghaied  from  the  bookkeeper’s  office, 
the  dictionary  borrowed  from  an  English 
instructor,  and  supplies  snitched  from  the 
v.p.’s  supply  cupboard.  It  isn’t  quiet  and 
orderly  now  but  it  promises  to  be.  The  last 
school  district  voting  ensures  us  of  more 
office  space,  to  be  finished  before  school 
begins  next  September.  The  NDEA  money 
together  with  funds  from  our  school  dis¬ 
trict  has  supplied  us  with  a  very  much 
enjoyed  photostatic  copying  machine.  More 
time  for  those  precious  records  that  will 
be  the  backbone  of  our  guidance  pro¬ 
gram,  a  boon  to  our  counselors  and  teach¬ 
ers.  A  place  for  everything  and  every¬ 
thing  in  its  place,  but  folders  won’t  come 
storming  in  with  tears  of  exasperation 
or  a  happy  shout  of  “Guess  what!”  to 
tell  what  made  her  sad  or  happy.  Can  I 
take  it?  I  like  people,  the  very  much  alive 
people — students  in  high  school,  no  two 
alike.  Yes,  I  “baby  sat”  a  rebellious  stu¬ 
dent  sent  out  of  class,  watched  over  a 
reluctant  learner  who  was  disrupting  a 
teacher’s  schedule,  but  they  too  are  p>eople 
and  added  another  thought  to  that  day. 

The  supervision  and  training  of  students 
who  learned  office  procedure  in  the  main 
office  required  time  and  explanations, 
many  times  over  and  over  again.  An  ex¬ 
trovert  doesn’t  find  that  exasperating — at 


least  this  one  didn’t.  Will  I  miss  that  too 
much?  Sometimes  I  did  the  job  over  again 
after  school  because  the  girl  did  not  quite 
understand  and  I  couldn’t  let  it  go  another 
day.  But  the  next  time  she  did  the  work 
with  extra  explanations  and  closer  super¬ 
vision,  it  was  finished  correctly  and  whose 
elation  was  the  greatest,  her’s  or  mine? 
Perhaps  the  many  teachers  who  have 
urged  me  to  become  a  teacher  are  right; 
maybe  the  satisfaction  of  teaching  these 
responsive  youngsters  is  for  me.  But  some¬ 
one  has  to  do  the  work.  Office  work  is 
essential.  School  is  big  business.  And  1 
feel  I  have  a  place  there.  But  all  this 
paper  work!  Is  it  for  me? 

Only  two  months  have  passed  and  we 
are  still  feeling  our  way.  Growing  pains 
have  produced  a  random  thought — can  I 
adjust? 

Purse-size  perfume  atomizers,  cost  $1-00. 
are  the  current  project  of  the  Philadelphia 
Association  Ways  &  Means  Committee- 
Sales  last  year  netted  $1500.  Whew! 
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fools 
for 
CleoniH 
Schorls 

*  Floor  Briiilici  *  Bottle  Brushci 

*  Fiber  Broonii  *  Tumbler  Bruiliet 

*  Wet  Mop>  ♦  Window  Bruihet 

*  Dry  Mopi  *  Venetian  Blind 

*  Faunderable  Brushes 

Sweeping  Mops  *  Radiator  Briisliei 

*  Bench  Brushes  *  Wall  Brushes 

*  Paint  Brushes  ♦  Squeegees 

*  Cotton  Dusters  ♦  Floor  Waxes 

*  Scrub  Brushes  ♦  Wax  Applicators 

*  Toilet  Brushes  ♦  Polishes 

*  Test  Tube  Brushes  *  All  Purpose  Cleanti 

Write  today  to 

INDUSTRIAL  DIVISION 

The  FUtUR  BRUSH  Co 

3548  Fuller  Park,  Hartford  2,  Conn. 
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My  Job:  Information 

by 

HERMILA  AGUILAR 
Northwestern  University 
Chicago,  Illinois 


Like  in  many  other  offices,  the  first  duty 
of  the  day  is  to  pick  up  the  mail.  It  con¬ 
sists  of  letters,  f)Ostal  cards,  and  requests 
that  are  received  over  the  phone  by  the 
personnel  at  the  different  offices.  All  three 
of  these  have  one  thing  in  common:  they 
all  want  a  catalog,  a  time  schedule,  and 
all  the  information  that  is  published  by  the 
Evening  Divisions  of  Northwestern  Uni¬ 
versity. 

Every  day  these  requests  are  filled.  The 
brochures  are  addressed,  counted,  assorted, 
tied,  and  made  ready  to  go  into  the  mail 
before  noon.  After  the  information  is  sent, 
the  requests  are  sorted  geographically  and 
for  comparison  with  the  files.  If  a  name 
that  is  ^ing  compared  is  already  in  file, 
the  request  is  discarded;  otherwise,  a  new 
plate  is  made  and  added  to  the  files. 

In  this  Mailing  Department  there  are 
four  machines;  a  graphotype,  an  address- 
ograph  and  its  attachment  known  as  a 

feeder,”  a  tying  machine,  and  a  stamp¬ 
ing  and  sealing  machine  which  has  recent¬ 
ly  been  addded.  In  order  to  “work  smart¬ 
er,  not  harder,”  each  machine  is  located 
in  accordance  with  its  use. 

The  graphotype  machine  is  used  to  make 
plates  for  files.  It  is  similar  to  a  typewriter, 
except  that  instead  of  printing  on  paper, 
it  impresses  letters  on  aluminum  plates.  In 
these  plates  there  is  space  for  four  vertical 
lines  and  thirty-two  horizontal  spaces. 

After  the  plates  are  impressed,  they  are 
inserted  in  metal  frames  A  proof-strip  of 
light  weight  cardboard,  3  x  24  inches,  with 
space  for  seventeen  addresses,  is  rvm  on 
the  addressograph  machine.  A  paper  cutter 
is  used  to  cut  the  paper  strips  one  inch 
wide. 

The  addressograph  is  also  used  in  ad¬ 
dressing  envelopes,  small  pamphlets,  cards 
of  different  sizes,  and,  most  important  of 
*11,  our  number  one  article,  the  time  sched¬ 
ule.  The  automatic  attachment,  “the  feed¬ 
er"  is  used  only  when  addressing  the  time 
schedule. 

In  permit  mail  (second  or  third  class), 
ten  or  more  pieces  for  one  zone,  city,  or 
state,  should  be  tied.  That’s  when  the  ty¬ 
ing  machine  comes  in  handy.  It  is  really  a 


time  and  hand  saver  when  there  are  sev¬ 
enty  thousand  brochures  to  be  tied. 

The  sealing  and  postage  meter  machine 
is  a  recent  addition  in  the  department.  As 
of  now,  I  cannot  say  much  about  it,  but  I 
do  know  that  it  will  be  of  great  assistance 
in  large  mailings  when  envelopes  have  to 
be  sealed  and/or  postage  applied  on  each 
piece. 

Instead  of  using  folders  or  cards  in  our 
address  files,  we  use  aluminum  plates.  We 
have  twelve  different  files  containing  a 
total  of  ninety  thousand  name  plates.  Each 
file  is  kept  separate  and  information  ap¬ 
propriate  to  the  nature  of  each  file  is 
mailed.  For  example:  the  time  schedule 
goes  to  the  Student  Prospect  file,  the  Non- 
Credit  file,  the  School  file,  the  Commer¬ 
cial  file,  etc.,  the  real  estate  brochure  goes 
to  the  Real  Estate  file,  the  non-credit  bro¬ 
chure  goes  to  the  Non-Credit  file. 

These  files  are  arranged  geographically 
by  state,  city,  and  zone  in  accordance  with 
the  Post  Office  regulations.  This  helps  in 
saving  sorting  time  and  work,  and  also 
promotes  speedy  handling  at  the  Post 
Office. 

Since  these  mailings  cover  mainly  a 
three-state  area,  each  file  is  arranged  in 
the  following  procedure: 

1.  Cities  in  the  state  of  Illinois 

2.  Chicago  Zones 

3.  Cities  out  of  the  state 
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All  the  plates  in  the  files  are  alphabe¬ 
tized  first  by  the  city,  then  by  zone,  and 
alphabetized  by  the  last  name. 

There  are  two  ways  by  which  we  main¬ 
tain  our  files  up-to-date.  One  way  is  by 
taking  the  undeliverable  mail  emd  com¬ 
paring  the  returns  with  the  files.  If  a  new 
address  is  given,  and  if  it  is  within  the 
three-state  area,  the  correction  is  made 
on  the  plate;  otherwise,  the  plate  is  dis¬ 
carded.  The  other  way  by  which  we  cor¬ 
rect  our  files  is  when  we  are  notified  by 
the  student. 

The  Student  Prospect  file  is  divided  into 
two  categories.  There  are  student  plates 
and  prospective  plates.  Student  plates  are 
kept  in  file  five  years  after  each  registra¬ 
tion.  The  prospectives  remain  for  two  years 
after  information  about  the  Evening  Divi¬ 
sions  is  requested.  Every  August,  before 
the  beginning  of  a  new  school  year,  the 
files  are  cleared.  Student  and  prospective 
plates  that  have  been  in  file  for  five  and 
two  years  are  discarded.  Immediately  after 
registration  the  space  that  was  occupied 
by  the  old  is  used  by  the  new  students. 

Small  metal  colored  tabs  are  used  in 
identifying  plates  for  various  purposes. 
Red  flags  occupy  the  first  five  positions 
of  the  student  plates.  Every  time  a  stu¬ 
dent  registers,  the  flag  is  moved  to  the 
current  position  for  each  year.  The  pro¬ 
spective  plates  take  the  Ictst  three  positions 
and  green  or  yellow  flags  identify  them. 
If  a  prospective  student  registers,  his  posi¬ 
tion  in  the  file  changes.  The  green  flag  is 
removed  and  a  red  flag  takes  its  place. 

In  the  other  eleven  files  tabs  may  be 
used  for  other  purposes,  and  revision  of 
listing  is  accomplished  in  various  ways.  To 
identify  the  file,  codes  are  used  on  the 
plates.  These  codings  are  usually  the  ini¬ 
tials  of  the  names  of  the  files.  For  example, 
nc  for  Non-Credit,  ea  for  Educational  Ad¬ 
ministrators,  om  for  Office  Management, 
etc.  In  these  files  plates  are  discarded  at 
the  request  of  the  person  or  firm,  and 
when  the  undeliverable  mail  is  returned. 

Approximately  200,000  informative  bro¬ 
chures  are  published  yearly  by  this  divi¬ 
sion  of  the  University.  The  catalog,  a  120 
page  booklet,  describes  all  the  programs 
of  study  and  it  is  published  once  a  year. 
The  time  schedule  comes  out  three  times 
a  year.  It  lists  the  courses,  offered  each 
semester  Other  brochures  are  more  spe¬ 
cialized,  each  one  in  a  different  field.  Some 
are  for  those  people  interested  in  real 
estate,  personnel  management,  non-credit 


courses  in  Ibieral  arts  and  business,  fed¬ 
eral  income  tax,  and  many  others. 

As  soon  as  a  brochure  arrives  from  the 
printer,  the  addressograph  is  set  up.  In¬ 
structions  are  given  as  to  which  files 
are  to  be  addressed.  The  drawers  that  are 
to  be  sent  the  information  are  pulled 
halfway  out.  One  by  one  they  are  placed 
on  the  addressograph  and  soon  the  mailing 
starts.  Each  state,  city,  and  zone  is  sep¬ 
arated,  tied,  and  placed  in  the  mail  sack. 
The  sacks  are  labeled  and  the  mailing  is 
completed. 

There  are  times  when  not  all  of  the 
mailings  are  done  on  time.  If  the  address¬ 
ograph  jams  and  it  can  be  repaired  by  the 
operator,  it  is  fine,  but  if  some  parts  are 
broken,  the  plans  for  the  day  are  changed. 
This  is  most  likely  to  happen  when  70,000 
time  schedules  have  to  be  addressed  and 
the  three-week  deadline  gets  nearer. 

Most  of  the  publications  mailed  by  the 
Evening  Divisions  are  done  by  what  is 
called  permit  mailings.  The  only  time 
stamps  are  used  is  when  the  brochure 
goes  out  of  the  country,  or  when  several 
brochures  are  packed  and  mailed  as  parcel 
post.  In  these  cases  the  permits  cannot  be 
used. 

In  addition  to  the  mailings  that  are  sent 
out  by  this  department,  there  is  another 
big  job  that  is  done  three  times  a  year. 
This  is  the  printing  of  classcards.  They  are 
buff-colored  perforated  double  keysort 
cards,  used  as  part  of  the  material  for 
registration.  For  every  place  in  class  a 
double  card  is  made;  each  student  fills  in 
a  double  card  for  each  class  for  which  he 
registers. 

Plates  are  cut  on  the  graphotype  for  each 
class  that  is  offered  every  semester.  With 
these  plates  the  name  of  the  course,  sec¬ 
tion,  semester  hours,  time  and  day  are 
printed.  After  the  plates  are  cut,  they 
are  run  on  the  addressograph  and  both 
halves  of  the  cards  are  printed.  About 
forty  cards  are  printed  for  each  class.  Two 
other  “control”  cards  are  printed  for  use 
during  registration.  Altogether  the  class- 
cards  make  a  total  of  15,000  imprints  and 
they  are  done  within  three  weeks. 

I  could  go  on  listing  the  variety  of  func¬ 
tions  that  go  on  in  this  Mailing  Depart¬ 
ment  of  the  Evening  Divisions  of  North¬ 
western  University,  but  it  would  take  the 
rest  of  the  pages  in  the  magazine  to  de¬ 
scribe  them.  Besides,  every  day  brings  new 
ideas,  and  new  ideas  bring  new  functions. 
Remember? 
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After  a  dark,  work-filled  winter  .  .  . 

WILL  YOU  COME  TO 


sun-splashed  Arizona 


in  the  spring 


What  do  you  suppose  the  secretaries  in 
Arizona  are  doing  these  days?  They’re 
running  around  trying  to  keep  up  with 
their  ideas,  plans  and  surprises  for  you 
when  you  come  to  the  Regional  on  April 
22,  23,  24,  1960. 

We  know  you  are  probably  wondering 
how  to  get  to  Scottsdale — Arizona’s  most 
western  town.  If  you  let  us  know  when  and 
where  you  will  arrive  in  Phoenix,  we  will 
meet  you!  If  you  are  driving — Scottsdale 
borders  the  northeast  city  limits  of  Phoe¬ 
nix. 


What  type  of  clothing  do  you  bring? 
For  the  chuck  wagon  desert  supper,  we 
suggest  strictly  sports  clothes  and  definite¬ 
ly  flat  heels.  We  hope  you  will  also  bring 
your  bathing  suit  and  get  a  tan!  The  pool 
will  be  right  outside  your  door.  Cottons 
will  be  most  comfortable  here,  at  that  time 
—but  you  will  still  need  a  wrap  in  the 
evening. 

If  you  need  further  information,  please 
write  me  at  my  school  address,  Fran  Scott, 
?702  E.  Osborn  Road,  Phoenix,  .^''izona. 
PLEASE,  please  plan  to  come — I  want  you 
to  meet  the  Arizona  secretaries  and  they 
you.  We  sincerely  hope  that  when  you 
leave,  you’ll  feel  your  money  (we  know  it 
is  hard-earned)  was  well  spent.  We’re  sure 
it  will  be  an  unforgettable  weekend  and 
you’ll  return  home  rested  and  relaxed, 
renewed  and  refreshed  for  your  job.  See 
you  at  the  pool!  Fran 
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REGIONAL  CONFERENCE 


NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
ARIZONA  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 

Valley-Ho  Hotel,  Scottsdale,  Arizona,  April  22,  23,  24,  I960 


Program 

April  22,  I960 

REGISTRATION  l;00-5:30  p.m.  Valley-Ho  Lobby 

WELCOME  TO  ARIZONA!  Tea,  4:00-5:30  p.m.  By  the  pool 

Arizona  Association  of  Educational  Secretaries 

CHUCK  WAGON  COWBOY  SUPPER  7:00  p.m.  On  the  desert 

Scottsdale  Association  of  Educational  Secretaries 


April  23,  I960 

REGISTRATION  8:00  9:00  a.m.  Valley-Ho  Lobby 

OPENING  SESSION  9:00  a.m.  Pow-Wow  Room 

Presiding:  Mrs.  Rachel  Maynard.  President,  National  Association  of  Educational  Secretarlei 

Welcome:  Governor  Paul  Fannin,  Governor  of  Arizona 

Keynote  Speaker:  Mr.  William  Ismay,  Industrial  Relations  Manager, 

Arizona  Public  Service 

Coffee  Break  10:00-10:15  a.m. 

Prescott  Association  of  Educational  Secretaries 

WORKSHOP  SESSION  10:15-11:30  a.m. 

Renevr  Your  Human  Relations 

LUNCHEON  AND  FASHION  SHOW  12:00-1:30 

Tucson  Association  of  Educational  Secretaries 

WORKSHOP  SESSION  2:00-3:00 

Refresh  Your  Work  Plans — Mrs.  Marlon  Wood.  I.B.M. 

New  York  City 

BANQUET  7:00  p.m. 

Arizona  Association  of  Educational  Secretaries 
Speaker:  General  Robert  Scott,  author  of  "God  Is  My  Co-Pllot" 


By  the  pool 


Pow-Wow  Room 


Pow-Wow  Room 


Pow-Wow  Room 
Educational  Consultant, 

Pow-Wow  Room 


April  24,  I960 

BRUNCH  10:30  a.m.  Pow-Wow  Room 

Phoenix  Association  of  Educational  Secretaries 
Speaker,  Mr.  DIx  Price,  Executive  Secretary  and  General  Counsel, 

Arizona  Education  Association 
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REGISTRATION  BLANK 

(Rtservafiont  Must  B«  Raceivad  Nof  Latar  Than  April  IS,  I960)  APRIL  22,  23,  24,  I960 

REGIONAL  CONFERENCE 

NATIONAL  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 
ARIZONA  ASSOCIATION  OF  EDUCATIONAL  SECRETARIES 

Photni*.  Arizona 

MAKE  CHECKS  PAYABLE  TO  Norma  Cromer,  Loma  Linda  School  200^  E  Clarendon  Phoenix.  Arizona 
’lease  make  the  following  reservations  for  me  for  the  Regional  Conterence 

ContererKe  Registration  Fee  i  to  be  paid  bv  all  who  attend' .  $  2  CO  $ _ _ _ 

_ Tea  'Friday  4  00-5  30  pm  I .  'Complimentary I 

_ Chuck  Wagon  Cowboy  Supper  ' Friday  7:00  pml . $  2  00  $ _ _ 

_ Luncheon  and  Fash  on  Show  'Saturday  12  00' . $  2  75  $_ - - - - - 

_ _ _  Banquet  (Saturday  7:00  pm  l . $  5  00  $ - -  _  , 

_ Brunch  'Sunday  10:30  am' . $2  00  $ _ 

I  sliould  I'ke  to  join  the  following  associations 

_ _ _  National  Association  of  Educational  Secretaries  dues  $  4  00  $ _ 

_ _ Arizona  Association  ot  Educational  Secretaries  dues.  .  $  I  00  $_  - - - — 

_ _ _ _  National  Education  Association . $1000  $_  .  - - 

Total  Enclosed  $ _ 

PLEASE  PRINT  OR  TYPE 


I  Last  Name  i 
Hom=  Address  _ 


(Street  and  Number' 


'City' 


Sctoool  Address.  .  _  _ _ _ _ _ _ _ _ _ _ — 

’osition  in  school  system  .  - - — 

Name  the  state  and/or  local  secretaries  association  of  which  you  are  a  member. 
Names  of  guects.  _  ..  _  _  .  - - - - - — 


HOTEL  BLANK 

■^0  Valley  Ho  Hotel.  350  W  Mam,  Scottsdale.  Arizona 

Please  reserye  the  following  for  me  at  the  Valley  Ho  Hotel  'check  one'  for  the  NAES  REGIONAL  CONFERENCE 
'All  rooms  include  TV  and  Separate  Patios) 

SINGLE  □  $10.00  DOUBLE  □  $14.00  TRIPLE  □  $16  00 

Narre _ 

flailing  Address  _  _ _ _  _ _ _ _ _ _ _ 

(Street!  'City  (State) 

Arr.val  Date. _ l'me_  _  _ _ Place. _ _ _  —  _  ^ 

i)fparture  Date _ _  Time  _ _  Place - - - - — 

I  is'ish  to  be  met- _ _ _  --  .  -  - -  --  ■  - 

I  *ish  to  room  with.. - -  -  -  —  — - -  - 

(Name)  (Address) 

^EASE  mail  TO:  Valley  Ho  Hotel,  350  W.  Main,  ScoHsdale,  Arizona 
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Have  you  secured  your  copy  of  the 
new  brochure  of  the  Professional  Stand¬ 
ards  Program,  read  it  carefully,  and  talked 
with  your  supervisor  about  what  it  can 
mean  to  secretaries  and  administrators? 

It  may  be  your  school  system  is  one  of 
those  already  recognizing  the  Standards 
Program  in  its  salary  schedule.  If  so, 
or  you  know  of  one  that  does,  won’t  you 
please  write  this  information  to  a  mem¬ 
ber  of  the  Professional  Standards  Commit¬ 
tee,  giving  the  name  of  the  superintendent 
and  a  copy  of  the  schedule? 

Dates  and  Deadlines 

May  15  is  the  deadline  for  clearing  com¬ 
pleted  applications  for  certificates  to  be 
awarded  in  July  1960  at  the  annual  con¬ 
vention  in  Durham,  New  Hampshire. 

March  10  is  the  deadline  for  filing  a 
request  to  take  tests  on  April  8  and  9, 
1960  should  you  wish  to  qualify  under 
Option  1  in  the  area  of  Education.  Addi¬ 
tional  test  centers  could  be  set  up  during 
the  year  upon  the  petition  of  10  persons 
wishing  to  take  one  or  more  tests  and 
suggesting  a  college  location. 

Test  centers  are  now  scheduled  April 
8  and  9,  1960  for 

Arizona 

Arizona  State  University 
Tempe 

Arkansas 

University  of  Arkansas 
Extension  Center 
Little  Rock 


California 

University  of  California 
Los  Angeles 

Colorado 

University  of  Denver 
Denver 

Florida 

University  of  Florida 
Gainesville 
Florida  A.  &  M. 

University 

Tallahassee 

Illinois 

Northwestern  University 
Chicago 

Kansas 

University  of  Wichita 
Wichita 

Massachusetts 
Boston  University 
Boston 

Michigan 
Ferris  Institute 
Big  Rapids 

Wayne  State  University 
Detroit 

Minnesota 
Macalester  College 
St.  Paul 

Ohio 

Kent  State  University 
Kent 

Oregon 

University  of  Oregon 
Eugene 

Utah 

University  of  Utah 
Salt  Lake  City 

Virginia 

Longwood  College 
Farmville 

Washington 
Seattle  University 
Seattle 


Brochures  and  Application  Forms 

Quantity  brochures  may  be  secured  from 
Mrs.  Martha  S.  Luck,  Northwestern  Uni¬ 
versity,  339  E.  Chicago  Avenue,  Chicago, 
Illinois.  Have  them  available  at  state  and 
local  meetings  when  talks  or  panels  cre¬ 
ate  a  demand. 

Write  to  Mrs.  Mary  C.  Lawrence,  103 
Lucky  Street,  Fayette,  Missouri  for  single 
brochures,  application  forms,  or  specific 
information  about  the  Professional  Stand¬ 
ards  Program. 
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Let’s  Peek  Through  the  Keyhole 
at  the  National  Institute 


“Our  Heritage  and  Expanding  Horizons”  will  be  the  theme  of  the  Institute 
for  Educational  Secretaries  that  will  be  held  at  the  University  of  New 
Hampshire,  Durham,  July  25-29,  1960. 

One  semester  hour  of  credit  will  be  allowed.  The  tuition  cost  will  be 
S25.00.  On  the  planning  committee  for  NAES  are  Marion  Wood,  Edith  Ham¬ 
mond,  Charlotte  Parr  and  Blanche  Turner. 


Schedule  and  Claea  Program 


7:00  A.M. 

-  8:30  A.M. 

Breakfast 

9:00 

-10:00 

General  Sessions 

10:00 

-10:30 

Break 

10:30 

-11:45 

Period  1: 

— Work  Simplification 

Talking  Sense  (Semantics) 
Home  Management  for  Busi¬ 
ness  Women 

Modern  Political  Thought 

11:45  A.M.-  1:00  P.M.  Lunch 

1:00  P.M.-  2:00  P.M.  Period  II: 

— Professional  Association 
Leadership 

Records  Administration 
Workshop  on  Educational 
Television 

The  Humanities  (Living  After 
Five) 

2:00  P.M.-  3:00  P.M.  Period  III: 

— Business  Communications 
History  of  Modern  Russia 
Parliamentary  Procedure 
Economics 
Key-Notes 


Physical  Facilities: 

Housing  will  be  in  University  dormi¬ 
tories.  Rates  for  board  and  room  will  be 


as  follows: 

Five  Nights — Board  and  Room 

(Breakfast  and  Lunch  only)  . $22.00 

Room  only  .  12.75 

Board  only  .  9.25 


Special  tickets  for  barbecue  will  be 
available  (without  charge) 

Rates  for  husbands — same  as  above 


plus  a  registration  fee  of  .  3.00 

Rates  for  children — (18  and  under) 

Board  only  .  7.50 

Room  only  .  12.75 

Room  and  board  .  20.25 

Registration  fee,  per  child .  1.50 


Food  service  will  be  at  The  Commons. 
General  Sessions  will  be  in  the  Memorial 

Union  Building. 

Classrooms  will  be  as  centralized  as  pos¬ 
sible  with  summer  school  in  session. 


3:00  P.M.-  4:00  P.M.  Publications 
Seminar 

3:00  -  4:00  Individual  Study 

and  Library  Period 

3:00P.M.  Friday  Farewell  Tea 


Activity  Schedule; 

Monday — 8:00  P.M.  Evening  Program  on 
Campus — Bill  Bonyam,  folk  singer 

Tuesday — 6:00  P.M.  Clambake  at  Simp¬ 
son’s  Pavilion 


4:00 

-  6:00 

Free  Time 

6:00 

-  7:15 

Dinner 

Wednesday — Free  Choice 
Thursday  Evening — Summer  Theatre 


INSTITUTE— UNIVERSITY  OF  ARKANSAS,  FAYETTEVILLE,  ARKANSAS- 
JULY  17-22,  1959 


Sponsored  by:  Arkansas  Association  of  Educational  Secretaries 
National  Association  of  Educational  Secretaries 
University  of  Arkansas,  Division  of  General  Extension 

Registration  and  Information:  Mr.  W.  M.  Voss,  Head  of  Deptartment 

Conferences  and  Institutes 
University  of  Arkansas 
Fayetteville,  Arkansas 

Theme — “Continuing  Improvement” 


TENTATIVE  PROGRAM 

Sunday,  July  17  — 2:00  P.M.  Registration 

6:00  P.M.  Vesper  Services 
7:30  P.M.  Open  House 

Monday — Tuesday — Thursday — Friday 

9:00  -  10:00  General  Session — Lectures  of  General  Interest 

10:00  -  10:15  Break 

10:15  -  11:30  Business  English — Public  Speaking  and  Business  Letters 
11:30  -  1:00  Lunch 

1:00  -  2:00  Psychology 

2:00  -  3:00  Various  Classes — Different  each  day 

3:00  -  3:15  Break 

3: 15  -  4: 15  Group  Conferences — Secretary  Leaders 

Elementary,  Secondary,  Administrative  and  College  Groups 
Study  and  discussion  of  current,  individual  problems  with  NAES 
manual  helps 

Professional  Standards  Program 

Monday — Tuesday — Thursday — Friday  from  2:00  to  3:00  P.M.,  Various  Classes 
Personal  Care  and  Grooming 
Style  Show 

Office  Arrangement  for  Comfort,  Beauty  and  Efficiency 
Public  Relations,  with  study  of  Action  and  Reaction 

Wednesday  4:30  A.M.  -  10:00  P.M.  All  Day  Tour  of  Ozarks 
Breakfast  and  Lunch  on  Road 
Places  of  Interest  to  Visit 

Dinner  at  Eureka  Springs  (Little  Switzerland) 

Registration — $2.00 

Instructors — University  of  Arkansas  Personnel 
Tuition — $15.(X) 

College  Credit — 1  Hour,  based  on  attendance 

Dormitory  Accommodations — Entire  Group  housed  in  one  modem  Dormitory 

Room  and  Board — Approximately  $5.00  per  day 

Social  Calendar — Incomplete,  but  plenty  of  Campus  Activities 

Corinne  Messenger,  Chairman 
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SPEAK 

UP! 


One  of  our  revered,  respected  and  esteemed  NAES  p^t  presidents  has  written  us 
complimenting  us  on  the  first  edition  of  the  New  “Listening-In.”  Harking  back  to  her 
experiences  with  a  small-town  party-line  telephone,  she  has  put  it  to  us  that  “listening 
in"  is  merely  a  euphemism  for  “eaves-dropping.”  Well  of  course!  That’s  why  your  two 
associate  editors  so  enjoy  their  job!  Just  a  couple  of  frustrated  eaves-droppers  at  heart, 
picking  up  a  bit  of  information  from  here  and  there  and  passing  it  along  to  the  rest 
of  you  for  what’s  its  worth. 


OUR  49TH  AND  SOTH 

Last  summer  the  less  inhibited  of  these 
two  associate  editors  had  the  dubious 
pleasure  of  proofreading  the  NAES  Mem¬ 
bership  Directory  and  discovered  that  the 
NAES  has  three  members  from  our  49th 
state  and  one  from  our  50th.  How  did  they 
hear  of  the  NAES?  What  kind  of  jobs  do 
they  have?  Why  are  they  members?  So 
we  wrote  and  asked  them.  And  here  they 
“'■^“-surprised,  but  rallying  beautifully 
from  the  shock  .  .  . 


MONA  B.  LONG 
Kodiak,  Alaska 

Kodiak  Island  lies  off  the  southern  coast 
of  Alaska  and  is  the  home  of  Kodiak  bears, 
a  U.  S.  Naval  Station  and  the  Herbert  H. 
Longs.  Mona  is  employed  by  the  Kodiak 
Independent  School  District.  Her  title  is 
“school  secretary”  and  she  remarks  re¬ 
flectively  that  it  is  “one  of  those  jobs  that 
includes  everything  almost.”  She  has  full 
charge  of  financial  accounting  for  the  dis¬ 
trict  and  student  fund  accounts;  prepara- 


25 


tion  of  most  of  the  State  and  Federal  re¬ 
ports;  billing  and  handling  collections  of 
property  taxes  for  assessment  roll  of  prop¬ 
erty  located  outside  the  city  limits  of 
Kodiak;  and  acts  as  secretary  to  the  local 
school  board.  Somewhere  along  the  way 
she  finds  time  to  assist  the  Superintendent 
with  his  clerical  work.  Kodiak  has  two 
school  buildings  with  a  combined  enroll¬ 
ment  of  779  pupils  and  43  professional 
workers. 

Because  of  the  proximity  of  the  Kodiak 
Naval  Station,  about  50Vo  of  the  enroll¬ 
ment  is  service-connected.  The  Naval  Sta¬ 
tion  also  operates  both  the  television  and 
radio  with  the  result  that  there  is  no  ad¬ 
vertising  over  either! 

The  Kodiak  school  year  is  180  days  and 
Mona’s  official  working  year  is  40  weeks. 
She  is  paid  extra  for  any  weeks  she  works 
beyond  the  official  40,  is  covered  by  Social 
Security,  and  has  an  electric  typewriter 
— all  of  which  goes  to  show  that  things 
aren’t  too  bad  in  Kodiak 

The  Longs  have  lived  in  Kodiak  for 
the  last  seven  years  and  also  spent  two 
years  there  during  the  war.  They  have 
two  daughters  aged  11  and  15.  After  a 
wide  experience  in  insurance,  mortgage 
loans,  banking  and  accounting  before  the 
Longs  moved  to  Kodiak,  Mona  settled 
down  to  the  calm  and  staid  life  of  an  edu¬ 
cational  secretary  seven  years  ago.  She 
has  been  a  member  of  the  NAES  for  three 
years.  How  did  she  hear  of  the  NAES? 
One  of  the  Kodiak  teachers  read  of  it  in 
the  NEA  JOURNAL  and  brought  the  arti¬ 
cle  to  Mona’s  attention.  She  has  never  been 
able  to  attend  an  NAES  meeting  because 
of  transportation  difficulties  and  the  dis¬ 
tance  involved. 

And  what  does  she  think  of  the  National 
Association  of  Educational  Secretaries? 
We’ll  let  her  tell  you. 

“I  enjoy  receiving  the  NATIONAL  EDU¬ 
CATIONAL  SECRETARY  and  learning 
what  people  are  doing  elsewhere.  The  first 
thing  I  did  when  I  learned  about  NAES 
was  to  send  for  the  publications  FILE  IT 
RIGHT  and  BLUEPRINT  FOR  ACTION. 
I  have  since  reorganized  our  filing  system 
and  find  it  much  more  satisfactory  than 
our  old  haphazard  ‘system.’  Subject  filing 
is  always  such  a  problem  that  the  guide 
was  and  is  most  helpful  to  me.  I  have 
also  greatly  enjoyed  the  other  booklets, 
ACTION  AND  REACTION  and  PLAN 
YOUR  WORK.” 


ANN  McDonald 

Petersburg,  Alaska 

Mrs.  McDonald  is  also  an  “islander." 
Petersburg  is  located  on  Mitkof  Island  not 
far  off  the  coast  of  British  Columbia.  The 
Petersburg  schools  take  in  children  from 
the  nearby  islands  with  the  result  that  Ann 
must  contend  with  school  boats  as  well  as 
school  buses.  As  the  only  secretary,  she 
looks  after  516  pupils,  23  teachers,  a  prin¬ 
cipal  and  a  superintendent.  Extra-curric¬ 
ular  activities;  Secretary-Treasurer  of  the 
Mitkof  Marine  Ways,  Inc.,  and  a  member 
of  the  Evengelical  Lutheran  Church  and 
Ladies  .Aid,  Emblem  Club,  Toastmistress 
Club  and  a  sewing  group. 

Ann  has  lived  in  Petersburg  for  26  years, 
has  a  married  daughter  and  four  grand¬ 
children.  Her  hobbies  are  gardening, 
bridge,  and  travel. 

She  first  heard  of  the  NAES  through 
some  literature  that  came  along  telling 
about  FILE  IT  RIGHT.  “At  that  time," 
says  Ann,  “I  was  struggling  with  an  over¬ 
loaded  filing  system  and  decided  right  then 
and  there  that  was  the  book  for  me.  Since 
then  I  have  received  ACTION  AND  RE¬ 
ACTION,  BLUEPRINT  FOR  ACTION  and 
PLAN  YOUR  WORK.  They  are  all  so 
interesting  and  I  have  learned  so  much 
from  them.” 

Ann  has  never  been  able  to  attend  an 
NAES  meeting,  and  last  Spring  was  pre¬ 
vented  by  bad  flying  weather  from  attend¬ 
ing  a  workshop  for  school  secretaries  in 
Sitka.  She  has  never  met  any  of  the  other 
Alaskan  school  secretaries  and  for  that 
reason  she  enjoys  the  NATIONAL  EDU¬ 
CATIONAL  SECRETARY  because  “it 
gives  one  a  sense  of  belonging  and  really 
doing  something  worth  while.” 

NONA  WILKINSON 
Fairbanks,  Alaska 

The  Wilkinsons  moved  to  Fairbanks  in 
1951  and  Nona,  an  elementary  school  sec¬ 
retary,  is  in  her  third  year  with  the  Fair¬ 
banks  school  system.  Fairbanks  has  a 
school  enrollment  of  4,560,  with  6  schools 
at  present  and  3  more  in  the  planning 
stage.  Nona’s  own  school  has  around  800 
pupils,  including  children  from  Eskimo  and 
Indian  families. 

Nona  has  two  children,  a  girl  twelve  and 
a  boy  eight,  and  a  “very  nice  husband." 
Her  chief  hobby  is  gardening,  and  until 
they  sold  their  house  this  Fall  to  wedge 
themselves  into  an  apartment,  the  Wil¬ 
kinsons  had  a  greenhouse  “just  chuck  full 
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of  tomatoes  and  cucumbers  each  year.”  The 
Fairbanks  summers  are  delightful  and 
most  conducive  to  flowers  as  well  as  to¬ 
matoes  and  cucumbers.  But  Nona  has  this 
to  say  about  the  Winter.  “It’s  36°  below 
tonight;  but  the  schools  are  never  closed 
because  of  the  weather.  The  children  come 
to  school  today  in  the  dark  and  cold  just 
the  same  as  ever.” 

Like  Ann  McDonald,  Nona  became  a 
member  of  the  NAES  through  a  pamphlet 
received  in  the  mail.  She  thoroughly  en¬ 
joys  the  NATIONAL  EDUCATIONAL 
SECRETARY  and  looks  forward  to  re¬ 
ceiving  it  because  most  of  all  she  likes 
hearing  about  other  educational  secre¬ 
taries.  The  trip  back  to  “the  States”  from 
Fairbanks  necessitates  either  travel  by 
plane  or  by  car  via  the  Alcan  Highway — 
a  little  jaunt  that  takes  a  week  each  way. 
Consequently  Nona  has  never  attended  a 
National  meeting,  but  wants  to  hear  about 
them,  for  as  she  says,  “I  can  always  hope!” 

MICHIKO  ASAI 
Hilo,  Hawaii 

Michiko  wants  to  get  the  record  straight 
to  start  with.  She  is  “disgustingly  normal, 
has  no  talents  and  can  neither  swim,  surf, 
nor  dance  the  hula.”  But  she  does  sort  of 
live  on  the  edge  of  a  volcano.  The  erupting 
Kilauea  Iki  is  just  30  miles  away  from  the 
Asai’s  back  yard  and  it’s  recent  perform¬ 
ance  ranks  as  the  most  spectacular  in 
Hawaii’s  history. 

Michiko’s  family  consists  of  her  husband, 
her  mother  and  her  little  girl,  Susan 
Michi,  5  years  old  and  just  recovering 
from  a  very  tough  bout  with  pneumonia. 
Michiko  likes  to  collect  recipes  but  says 
she  is  definitely  not  a  good  cook! 

After  graduating  from  Cannon’s  School 
of  Business  in  Honolulu,  Michiko  took  a 
Civil  Service  examination  and  was  offered 
a  position  with  the  school  department. 

It  should  be  explained  here  that  there 
are  no  autonomous  local  school  districts 
in  Hawaii  as  there  are  in  most  communi¬ 
ties  throughout  the  mainland.  The  schools 
of  Hawaii  are  administered  from  the  State 
office  by  a  seven-member  Board  of  Com¬ 
missioners,  representing  the  various  politi¬ 
cal  districts,  with  a  State  Superintendent 
being  the  administrative  officer.  Four  local 
District  Superintendents  are  responsible  to 
the  Superintendent. 

Michiko  started  her  career  in  a  small 
ctiral  district  in  1943,  but  after  several 
transfers,  she  is  now  at  the  Hilo  Union 


School,  an  elementary  school  with  an  en¬ 
rollment  of  950.  The  Hawaiian  school  year 
runs  from  September  to  June  with  two 
weeks  of  Christmas  and  one  week  of 
Spring  Vacation  for  pupils  and  teachers, 
but  not  for  secretaries!  Secretaries  are  on 
duty  12  months  of  the  year  since  they  are 
under  State  Civil  Service. 

The  attainment  of  statehood  means  a 
great  deal  to  Hawaii.  In  Michiko’s  words, 
“With  the  granting  of  Statehood,  Hawaii 
is  now  on  par  with  the  mainland  schools 
in  Federal  appropriations.  When  we  were 
a  Territory,  although  we  paid  more  taxes 
to  the  Federal  Government  than  7  other 
states,  our  Federal  appropriation  was  far 
below  the  48  states.  Now  we  have  voting 
power  in  Congress,  where  we  previously 
had  the  right  to  debate  only.  We  vote  for 
our  governor  instead  of  his  being  ap¬ 
pointed  by  the  President  with  the  consent 
of  Congress.  Think  of  the  great  transition 
in  our  educational  system!  The  Colonists 
weren’t  the  only  ones  fighting  because  of 
‘Taxation  without  Representation.’  We 
fought  for  61  years  and  we  finally  made 
it!  Whew!” 

As  to  her  Association  activities,  Michiko 
is  a  member  of  her  own  local  association 
and  became  a  National  member  in  1956. 
Her  opinion  of  the  NAES:  “I  think  it  is 
wonderful  that  we  do  have  a  National 
organization.  I’ve  always  looked  forward  to 
receiving  the  NATIONAL  EDUCATIONAL 
SECRETARY.  I  like  it,  especially  because 
I  find  that  our  problems  are  similar  no 
matter  where  a  school  is  located.” 

THANK  YOU— 

Mona,  Ann,  Nona  and  Michiko.  Please, 
all  four  of  you  try  your  best  to  attend  one 
of  our  National  meetings.  We  guarantee 
you  a  great  big  hearty  welcome.  In  the 
meantime,  it’s  been  fun  “Listening-In”  on 
you. 


FROM  HERE  AND  THERE 
How  To  Have  A  Good  Meeting 

(From  the  Houston  Administrative  Edu¬ 
cational  Secretaries  Association) 

1.  Come  on  time 

2.  Participate 

3.  Keep  to  the  subject 

4.  Voice  your  objections  at  the  meeting 

5.  Support  your  officials 

(Dr.  Alberta  Baines,  Asst.  Supt. 
in  Charge  of  Special  Services, 
Houston,  Texas) 
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COFFEE  BREAKS  A  LA  MODE 

(From  the  October,  1959,  BULLETIN  of 
the  New  Hampshire  Association  of  Educa¬ 
tional  Secretaries) 

What  person  is  there  who  can  resist  the 
lure  of  a  contest?  You’ve  heard  the  old 
adage,  "The  way  to  a  man’s  heart  is 
through  his  stomach.”  The  secretaries  in 
the  office  of  the  Superintendent  of  Schools, 
Hampton,  New  Hampshire,  are  firmly  con¬ 
vinced  of  the  truth  of  this  saying.  At  a 
subtle  hint  by  the  Superintendent,  a  “Cook 
of  the  Week”  contest  was  started — the 
Superintendent  to  be  the  sole  judge  as  to 
when  the  contest  closes  and  who  wins! 
The  menu  to  date  has  included  such  items 
as  cookies,  coffee  rolls,  strawberry  cream 
pie,  and  pecan  pie. 

A  fine  test  of  ex-curricular  secretarial 
talents  and  the  supterintendental  waistline. 

IN-SERVICE  TRAINING 
PENNSYLVANIA  STYLE 

Where  can  I  find  courses  to  help  me  in 
my  work  as  an  educational  secretary? 

One  of  the  chief  obstacles  in  the  way  of 
the  educational  secretary  who  wants  to 
improve  herself  in  her  profession  has  been 
the  lack  of  available  courses — courses  that 
pertain  directly  to  the  work  of  the  edu¬ 
cational  secretary  and  are  given  at  con¬ 
venient  times  and  accessible  locations. 

The  Pennsylvania  Department  of  Public 
Instruction  has  taken  one  giant  step  in 
the  right  direction  and  through  its  Public 
Service  Institute  has  brought  an  in-service 
program  right  to  the  secretary’s  front  door. 

As  reported  to  us  by  Dorothy  Call  of 
Bensalem  Township,  Pennsylvania,  the 
Public  Service  Institute  provides  training 
or  in-service  programs  to  all  “public  serv¬ 
ants”  including  fire  marshals,  justices  of 
the  peace,  school  board  members,  etc.  At 
the  request  of  the  school  boards  and  the 
school  board  secretaries,  the  Institute  or¬ 
ganized  such  a  program  for  educational 
secretaries.  The  programs  are  set  up  by 
the  Director  of  the  Institute  working  close¬ 
ly  with  representatives  of  the  group  con¬ 
cerned.  A  local  group  may  select  a  topic 
from  a  list  of  subjects  or  it  may  name 
its  own  topic  and  the  Institute  will  then 
arrange  for  speaker,  films,  panel  groups, 
etc. 

Such  programs  are  free,  and  are  held  at 
a  time  and  place  designated  by  the  local 
group.  Speakers  are  scheduled  not  only 
from  the  Department  of  Public  Instruction 


but  from  nearby  universities  and  colleges. 
One  requirement  is  that  there  be  at  least 
15  persons  in  attendance  at  the  programs. 
At  present  there  are  24  such  programs  for 
educational  secretaries  being  run  through¬ 
out  the  State  of  Pennsylvania,  with  an 
average  of  20  to  30  secretaries  attending 
each  meeting. 

To  quote  Mrs.  Call,  “Meetings  are  strict¬ 
ly  business — no  refreshments.  We  take 
notes  for  our  own  use,  ask  questions  by 
the  millions  and  believe  it  or  not,  get 
very  good  answers.  We  also  air  our  com¬ 
plaints  on  the  State  reporting  forms  with 
the  gratifying  result  that  many  changes 
are  contemplated,  all  with  the  ‘gal  in  the 
office’  in  mind.” 

Mrs.  Call  also  has  words  of  high  praise 
for  Mr.  Fred  H.  Miller,  the  present  Di¬ 
rector  of  the  Public  Service  Institute,  who 
is  always  ready  to  assist  and  for  whom 
“nothing  is  too  much  trouble.” 

A  Certificate  of  Attainment,  which  indi¬ 
cates  attendance  and  participation  in  these 
seminars,  is  awarded  to  an  individual  after 
completion  of  IS  hours,  or  six  sessions  of 
2^  hours  each.  The  Lower  Bucks  County 
(Pennsylvania)  Association  has  made 
these  Public  Service  Institute  sessions  part 
of  their  yearly  program.  At  the  end  of  the 
year  their  certificates  are  presented  on 
Bosses’  Night  in  a  little  ceremony  wherein 
the  Director  of  the  Institute  presents  each 
certificate  to  the  boss  who  in  turn  presents 
it  to  his  secretary. 

It  would  be  superfluous  to  point  out  the 
value  of  such  a  program  to  the  educational 
secretary,  particularly  the  secretary  who 
for  one  reason  or  another  is  unable  to  at¬ 
tend  National  or  State  Association  insti¬ 
tutes  and  workshops.  Pennsylvania  secre¬ 
taries  were  able  to  get  their  program  “just 
for  the  asking.”  Hope  this  will  give  some 
of  the  rest  of  you  ideas — beyond  the  sim¬ 
ple  expedient  of  moving  to  Pennsylvania. 
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TOO  BUSY? 


Two  little  words  in  this  language  of  ours 
Just  put  me  fair  in  a  tizzy. 

I  do  a  slow  bum  when  for  an  excuse 
I  hear  someone  say  “I’m  too  busy.” 

Wlien  I  think  of  the  “crimes”  committed 
each  day, 

The  many  discourtesies  shown, 

The  letters  unanswered,  friendships  lost, 

.  With  only  these  words  to  atone. 

Responsibilities  unfulfilled, 

Jobs  that  are  left  undone 
Or  dumped  in  the  lap  of  someone  else 
Who  has  her  own  job  to  run. 

Then  I  get  mad.  I  blow  my  top. 

My  blood  pressure  makes  me  dizzy. 
Try  murder  or  arson.  Abscond  with  the 
cash. 

But  DON’T  become  a  “too-busy.” 


THE  GOOD  OLD  DAYS 

(Cheers  for  our  25th  Anniversary!  We 
do  progress!  The  following  are  actual  of- 
fice  rules  whcih  were  posted  in  1872  to 
regulate  the  daily  activities  of  the  em¬ 
ployees  of  a  carriage  maker  in  Rhode 
Island.) 

1.  Office  employees  will  daily  sweep  the 
floors,  dust  the  furniture,  shelves  and 
showcases. 

2.  Elach  day  fill  the  lamps,  clean  chim¬ 
neys  and  trim  wicks  and  wash  each  win¬ 
dow  once  a  week 

3.  Each  clerk  will  bring  in  a  bucket  of 
water  and  scuttle  of  coal  for  the  day’s 
business. 

4.  Make  your  pens  carefully,  you  may 
whittle  nibs  to  your  individual  taste. 

5.  This  office  will  open  at  7  a.m.  and 
close  at  8  p.m.  except  on  the  Sabbath,  on 
which  day  it  will  remain  closed.  Each  em¬ 
ployee  is  expected  to  spend  the  Sabbath 
attending  church  and  contributing  liber¬ 
ally  to  the  cause  of  God. 

6.  Employees  will  be  given  an  evening 
off  each  week  for  courting  purposes,  or 
two  evenings  a  week  if  they  attend  church 
regularly. 

7.  After  an  employee  has  spent  her  13 
hours  of  labor  in  the  office,  she  shall  spend 
the  remaining  time  reading  the  Bible,  or 
other  good  works. 

8.  Every  employee  should  lay  aside  from 
each  pay  envelope  a  goodly  sum  of  her 


earnings  for  her  benefit  during  her  de¬ 
clining  years,  so  that  she  will  not  become 
a  burden  on  society  or  her  betters. 

9.  Any  employee  who  smokes,  uses 
liquor  in  any  form,  or  frequents  public 
halls,  will  give  me  a  good  reason  to  suspect 
her  worth,  intentions,  integrity  and  hon¬ 
esty. 

10.  The  employee  who  has  performed 
her  labors  faithfully  and  without  fault  for 
five  years,  will  be  given  an  increase  of 
5  cents  per  day  in  her  pay,  providing 
profits  from  business  permit  it. 

(Thanks  to  Gertrude  Trost, 
Clifton,  New  Jersey) 


DO  IT-YOURSELF  CORNER 
Officer*’  Handbook* 

We  have  received  requests  for  infor¬ 
mation  as  to  how  to  go  about  compiling 
an  officers’  handbook.  The  New  Jersey 
Association  has  recently  completed  such 
a  handbook  and  we  have  asked  the  co- 
chairmen  of  their  handbook  committee, 
Emma  Castner  and  Wilma  Haight,  to  de¬ 
scribe  the  procedure  they  followed. 

The  project  was  divided  into  four  steps: 

1.  Distribution  of  simple  questionnaire 
asking  present  and  former  officers  and 
committee  chairmen  to  outline  the  job  re¬ 
quirements  of  their  positions. 

2.  Sorting  and  compilation  of  this  ma¬ 
terial  into  a  preliminary  edition  of  the 
handbook. 

3.  Distribution  of  this  preliminary  edi¬ 
tion  to  present  and  former  officers  and 
committee  chairmen  with  the  request  that 
they  send  in  comments,  suggestions  and 
corrections. 

4.  Sorting  and  editing  of  material  re¬ 
ceived  and  preparation  of  the  official 
handbook  for  presentation  to  and  adoption 
by  the  Executive  Committee. 

Only  it  wasn’t  that  simple. 

To  discuss  each  step  in  more  detail: 

1.  Preliminary  questionnaire:  This  ques¬ 
tionnaire  was  very  simple  and  merely 
asked  the  recipient  to  set  down  in  her  own 
words  what  she  understood  her  duties  to 
be,  suggestions  for  their  amplification  or 
clarification.  The  questionnaire  was  sent 
to  incumbent  officers  and  chairmen  as  well 
as  to  former  officers  who  might  be  con¬ 
sidered  “old  timers” — but  only  from  the 
point  of  view  of  experience. 

Results  of  this  preliminary  questioning 
were  fair.  Several  of  those  replying  had 
served  the  Association  in  more  than  one 
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more  than  one  position,  either  repeat  it  in 
exh  job  description  or  use  a  very  careful 
system  of  cross-reference. 

3.  Start  your  handbook  with  a  set  of 
General  Instructions  for  all  officers  and 
committee  chairmen.  Arrange  your  specific 
job  descriptions  in  alphabetical  order  fol¬ 
lowing  the  General  Instructions. 

4.  Where  possible  start  each  individual 
job  description  by  quoting  that  article  of 
the  association  constitution  and  by-laws 
that  applies  to  the  job  in  question.  This 
paragraph  should  be  headed  “Duties  as 
Set  by  Constitution”  or  some  similar 
phrase.  Succeeding  paragraphs  probably 
entitled  “Other  Duties”  should  outline  con- 
commitant  duties  and  responsibilities  not 
specifically  mentioned  in  the  constitution. 

5.  Have  the  handbook  checked  by  the 
association  parliamentarian  to  see  that  all 
jobs  have  been  set  up  in  accordance  with 
the  association’s  constitution. 

6.  Be  sure  a  copy  of  the  constitution  is 
included  in  the  Handbook. 

7.  Start  a  section  on  “Policies”  covering 
such  items  as  payment  of  officers’  expsenses, 
formula  for  determining  price  of  luncheon 
or  dinner  tickets,  number  of  allowable 
corsages,  and  such  other  items  which  are 
apt  to  be  forgotten  between  functions. 

8.  Keep  your  handbook  in  a  looseleaf 
binder  so  that  it  may  be  added  to  or 
amended  when  necessary. 

9.  Appoint  a  conrmittee  to  keep  the 
handbook  up  to  date  and  revised  to  meet 
changing  needs.  This  must  be  done  or  you 
will  soon  find  your  handbook  is  of  no  use 
to  you. 

If  the  reader  is  befuddled,  further  in¬ 
formation  or  a  copy  of  the  New  Jersey 
Handbook  ($1.00)  may  be  obtained  from 
Miss  Wilma  R.  Haight,  28  Hillside  Avenue, 
Glen  Ridge,  N.  J. 


PROGRAM  NOTES 

(From  Winnie  Bolinger,  Oregon  Associa¬ 
tion  of  Educational  Secretaries) 

Ice-breaker,  or  program-stretcher,  or 
just  more  darn  fun!  Try  this.  Ask  everyone 
present,  including  guests,  speakers,  and 
such  anomalies,  to  count  off  until  each  one 
has  a  number,  with  the  warning  that  each 
person  must  remember  his  or  her  number, 
^ext  step:  number  1  pairs  off  with  the  last 
number  called,  for  example,  number  50. 


Number  2  pairs  with  number  49,  number  3 
with  48,  and  so  on.  At  a  given  signal  part¬ 
ners  must  be  located  and  condensed  inter¬ 
views  conducted  with  each  pair  finding  out 
everything  they  can  about  each  other  in 
15  minutes.  The  din  will  be  terrific. 

At  the  end  of  the  allotted  period,  the 
chairman  re-establishes  order  and  calls  a 
number  at  random.  The  holder  of  the 
number  must  then  introduce  her  vis-a- 
vis,  giving  in  capsule  form  the  information 
gleaned  during  the  interview. 

The  proceedings  keep  the  whole  com¬ 
pany  on  their  toes  because  who  knows  but 
what  her  number  may  be  called  next. 
There  are  no  stifled  yawns,  no  hasty  looks 
at  the  clock.  Each  one  wants  to  hear  her¬ 
self  introduced  or  is  wishing  for  the  op¬ 
portunity  to  tell  all  she  knows  about  that 
handsome  superintendent  or  fascinating 
new  secretary  she  interviewed. 

The  idea  need  not  be  confined  to  one 
meeting  but  can  be  used  throughout  an 
entire  day  or  entire  conference.  Interviews 
may  be  held  early  in  the  program  with 
introduction  numbers  being  called  at  any 
time  during  the  ensuing  sessions. 

(From  Pauline  Hollis,  Clinton  County 
Association,  Indiana) 

After  preliminary  groundwork  by  the 
High  School  speech  and  dramatics  teacher 
on  breathing,  inflection  and  enunciation, 
Clinton  County  secretaries  took  part  in  a 
program  similar  to  TV’s  KEEP  TALKING. 
The  speaker  started  the  ball  rolling  with 
the  sentence,  “I  took  $25  from  my  grocery 
money  last  Saturday  and  went  to  the  race 
track.”  A  tape  recorder  microphone  was 
passed  from  secretary  to  secretary  with 
instructions  to  keep  the  discussion  going. 
By  the  time  the  microphone  returned  to 
the  original  participant,  cranberries,  hair 
styles,  shoes.  Ashing  and  tiger  hunting  in 
Africa  had  received  a  thorough  going- 
over.  The  tape  was  then  played  back  with 
the  instructor  pointing  out  the  ways  in 
which  each  individual  could  improve  her 
voice  and  manner  of  speech. 

Amusing  and  instructive  program  for  a 
small  group. 


FUND  RAISING  IDEAS 

A  survey  of  associations  in  all  areas  of 
the  country  shows  the  sale  of  notepaper 
and  membership  pins  to  be  the  prevalent 
way  of  augmenting  association  income. 


31 


Smaller  local  or  county  associations  favor 
benefit  bridges,  fairs  and  bazaars,  claiming 
that  while  such  affairs  are  more  work,  they 
are  also  more  fun. 

The  Flint,  Michigan,  Association  netted 
$30  from  a  Rummage  Sale  and  $25  from  a 
“Toy  Party.”  The  “Party”  was  held  in 
September,  thus  allowing  the  members 
plenty  of  time  to  order  toys  for  Christmas. 
A  saleslady  took  complete  charge  of  the 
project  and  the  Association  received  a  per¬ 
centage  of  the  profit  from  the  total  sale. 
Pasadena  and  Salt  Lake  City  cleared  $150 
and  $100  respectively  from  a  sale  of  candy 
while  Milwaukee  donated  its  Ccuidy  profits 
to  charity.  Fort  Worth  came  up  with  $350 
from  a  sale  of  card  tables.  Amarillo,  Texas, 
sold  baked  goods  and  aprons  with  “excel¬ 
lent  results.” 

Purse-size  perfume  atomizers,  cost  $1.00, 
are  the  current  project  of  the  Philadelphia 
Association  Ways  &  Means  Committee. 
Sales  last  year  netted  $1500.  Whew! 

It  should  be  noted  here  that  many  asso¬ 
ciations  use  the  money  collected  by  these 
fund-raising  projects  either  for  donations 
to  charity  or  for  the  financing  of  a  scholar¬ 
ship  award.  The  Office  Employees  Organ¬ 
ization  of  the  Norwalk-LaMirada  City 
School  District  used  the  receipts  from 
candy  sales  to  send  delegates  to  State  and 
National  Conventions. 


TWO  WAYS  AND  LOTS  OF  MEANS 

(Reported  by  Velma  A.  Norman,  Asso¬ 
ciate  Editor,  “National  Educational  Secre¬ 
tary”) 

The  Ways  and  Means  Committee  of  the 
Houston  Administrative  Educational  Sec¬ 
retaries  decided  on  two  methods  of  rais¬ 
ing  money:  (1)  a  candy  sale;  (2)  a  “Coun¬ 
try  Fair.”  The  candy  sale  was  short  but 
sweet.  One  committee  member  sold  all  the 
candy  in  one  day  and  cleared  $72.00! 

The  “Country  Fair,”  a  considerably  more 
complicated  project,  netted  $238.01.  In 
preparation  for  the  Fair,  members  were 
asked  to  donate  anything  saleable  and  any 
“specialty”  they  made.  The  committee  it¬ 
self  reviewed  samples  of  sunbonnets, 
aprons,  rag  dolls,  stuffed  monkeys,  etc.  The 
“shopper”  figured  out  to  the  penny  what 
each  item  cost  and  what  price  to  ask  and 
samples  were  tagged  accordingly.  The 
committee  then  isolated  itself  for  a  week¬ 
end  at  the  home  of  one  of  its  members. 


formed  an  assembly  line  and  went  into 
mass  production. 

A  second  chairman  took  charge  of  col¬ 
lecting  donations  of  baked  goods.  The  Fair 
was  open  from  9  a.m.  to  3  p.m.  during 
which  period  a  schedule  of  hostesses  was 
arranged  in  such  a  way  that  no  secretar>' 
was  away  from  her  desk  for  more  than 
half  an  hour. 

Mrs.  Norman  concludes  her  article  by 
saying,  “If  you  really  want  to  have  fun, 
feel  important,  useful  and  needed,  then 
we  heartily  recommend  a  country  fair. 
You  will  not  only  have  the  ways  and  the 
means,  but  more  friends.” 

And  we  recommend  that  you  get  in 
touch  with  Mrs.  Velma  A.  Norman,  Hous¬ 
ton  School  District,  1300  Capitol  Ave., 
Houston,  Texas,  should  you  wish  more  de¬ 
tails  on  this  well-organized  and  highly 
successful  project. 


COFFEE  BREAK  CAPERS 

(Reported  by  Tom  Langston,  South  Cen¬ 
tral  Region  Reporter) 

How  would  you  like  to  have  a  coffee 
break,  and  realize  a  nice  little  profit  at  the 
same  time?  The  Jefferson  City,  Missouri, 
Association  supervises  a  cozy  comer  in 
which  steaming  hot  cups  of  coffee,  luscious 
glazed  doughnuts  and  fruit  rolls  are  pro¬ 
vided  the  employees  of  the  Department  of 
Education  each  morning  and  afternoon. 
The  coffee  break  provides  a  tidy  income  for 
these  enterprising  secretaries. 


THE  SECRETARY’S  COOKBOOK 

(Reported  by  Doreen  Mosher,  Kalama¬ 
zoo) 

The  Kalamazoo  Association  launched  a 
fund-raising  campaign  which  turned  out 
to  be  a  fun-raising  campaign  instead.  One 
of  the  most  successful  projects  was  the 
publication  of  a  book  entitled  SECRE¬ 
TARIES  SEICRETS,  in  essence  a  compila¬ 
tion  of  all  the  favorite  recipes  of  the  mem¬ 
bers  in  cookbook  form.  A  natural  for  a 
group  of  secretaries  with  both  facilities  and 
typing  talent,  the  book  in  its  final  form  is 
an  attractive  light  green  with  beige  spiral 
binding,  and  contains  not  only  many  prac¬ 
tical  and  delicious  recipes,  but  interesting 
little  cartoon-type  drawings  done  by  one 
of  the  more  artistic  secretaries.  The  group 
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made  around  507(  profit  on  this  project, 
and  out  of  200  copies  have  only  a  few  left. 
Other  secretaries  outside  of  the  Kalamazoo 
system  may  purchase  copies  at  $1.25  each. 
Please  write  Doreen  Mosher,  Department 
of  Instruction  and  Guidance,  Kalamazoo 
Public  Schools,  Kalamazoo,  Michigan. 


AEBELSKIVER  BREAKFAST 

(Reported  by  Margaret  Savage,  South- 
west  Region  Reporter) 

The  Clerical  and  Secretarial  Employees 
of  Schools  in  Downey,  California,  who 
along  with  their  administrators  had  to 
work  on  November  11,  bolstered  their 
sagging  spirits  by  serving  an  Aebelskiver 
Breakfast.  That’s  Swedish  Pancakes  to  the 
uninitiate.  The  breakfast  was  served  from 
7  to  8  a.m.  in  order  that  all  secretaries 
might  be  to  work  on  time.  As  the  pancakes 
call  for  12  eggs  to  a  batch,  there  was  con¬ 
siderable  fear  that  there  would  be  no 
profits,  but  the  affair  netted  $36.00  and  a 
lot  of  fun! 

The  room  was  cleverly  decorated  with 
posters,  a  windmill,  lace  paper  place  mats; 
and  each  girl  serving  or  cooking  wore  a 
little  Swedish  hat  made  out  of  a  pap>er 
doily.  The  charge  for  the  breakfast  was  75 
cents.  Each  serving  consisted  of  three  pan¬ 
cakes,  which  are  something  like  popwvers, 
a  large  slice  of  fried  ham,  and  coffee,  with 
three  varieties  of  jam  available  on  each 
table.  With  a  100%  turnout,  65  breakfasts 
were  served,  a  gay  and  nourishing  time 
was  had  by  all,  and  working  while  others 
lay  late  in  bed  no  longer  seemed  such  a 
horrible  fate. 


WISHING  WELL  FOR 
WELL  WISHERS 

(Reported  by  Winnie  Bolinger,  North- 
wesf  Region  Reporter) 

The  Lane  County,  Oregon,  Association, 
hard  put  to  make  some  ready  cash,  finally 
hit  upon  a  scheme  which  would  not  smack 
too  much  of  the  outstretched  palm.  At  each 
monthly  meeting  a  little  wishing  well 
(easily  moved  about)  is  placed  in  a  promi¬ 
nent  place.  Members  who  had  had  a  stroke 
of  good  fortune  or  who  have  a  strong 
desire  to  make  a  wish,  may  come  up  any 
time  during  the  evening  and  bestow  any 
amount  of  small  change  they  have  or 


whatever  they  wish  to  contribute.  They 
may  do  this  with  loud  huzzahs  or  halle¬ 
lujahs  if  they  wish  acclaim,  or  they  may  do 
so  quietly,  whichever  is  their  whim.  Some 
will  announce  the  stroke  of  good  fortune 
which  has  befallen  them  and  others  will  be 
more  reticent.  Whatever  the  motivation, 
this  little  wishing  well,  which  never  asks 
for  money,  seldom  fails  to  bring  in  a  tidy 
sum.  One  p)erson,  for  instance,  puts  in  a 
penny  for  each  pound  she  has  lost.  No  one 
feels  she  must  contribute  and  the  novel 
idea  is  enjoyed  by  all. 


HELPS  FROM  NEW  HAMPSHIRE 

(Reported  by  Dorothy  Call,  Northeast 
Region  Reporter) 

The  New  Hampshire  Association  con¬ 
ducts  “Silent  Auctions”  as  money-making 
projects.  Each  secretary  brings  with  her 
one  or  more  articles,  ranging  from  home¬ 
made  fudge  to  jewelry.  The  articles  are 
placed  on  display  before  each  meeting. 
An  interested  bidder  writes  down  the 
amount  of  her  bid  and  her  name,  and 
places  the  paper  under  the  item  of  her 
choice.  The  “silent  auctioneer”  then  tabu¬ 
lates  the  bids  and  announces  the  winners 
before  the  meeting  adjourns. 

This  year  for  the  first  time  New  Hamp¬ 
shire  is  trying  the  idea  of  “Holiday  En¬ 
velopes.”  The  membership  has  been  given 
a  supply  of  3  X  5  coin-type  envelopes.  On 
the  face  of  the  envelope  has  been  dupli¬ 
cated  a  brief  explanation  of  its  purpose  and 
a  column  of  the  usual  list  of  Holidays: 
April  Fool’s  Day,  Memorial  Day,  Inde¬ 
pendence  Day,  etc.  On  each  holiday  listed, 
the  member  puts  into  the  envelope  an 
amount  comparable  to  the  date — 1  cent, 
30  cents,  4  cents — and  at  the  end  of  the 
year  New  Hampshire  hopes  to  net  in  this 
painless  way  from  $250  to  $300. 


DEPARTMENT  OF  NON-SEQUITURS 

A  letter  from  Gertrude  Johnson,  the 
wandering  erstwhile  NAES  Vice  President, 
mailed  in  Oslo,  Norway,  states  that  the 
Norwegian’s  favorite  food  is  whipped 
cream,  which  she  loves;  but  they  serve 
their  pancakes,  waffles  and  fried  eggs  stone 
cold — which  she  doesn’t. 

This  item  has  nothing  to  do  with  fund 
raising  or  the  Professional  Advancement 
of  the  Educational  Secretary. 


seen  on  the  Dinah  Shore  Show  and  in 
leading  magazines,  were  made  much  more 
attractive  in  being  modeled  by  association 
members. 

Future  plans  for  this  group  are  a  Winter 
Workshop,  including  a  dinner  and  tour  of 
the  Detroit  Edison  Company,  and  a  demon¬ 
stration  of  IBM  equipment. 


MINNESOTA 

The  Minnesota  Association  of  Education¬ 
al  Secretaries  has  taken  “the  bull  by  the 
horns”  and  is  actively  promoting  participa¬ 
tion  of  their  membership  in  the  Profes¬ 
sional  Standards  Program.  Their  State  PSP 
Committee  has  prepared  a  card  file  on  the 
history  and  participation  of  individual 
members  and  is  now  able  to  assist  mem¬ 
bers  in  completing  applications  to  enroll  in 
the  Program.  Many  evening  hours  were 
spent  compiling  the  information  from 
membership  cards,  meeting  records,  com¬ 
mittee  conference  lists  and  the  MINNE¬ 
SOTA  CHA’TER.  However,  this  project 
was  the  culmination  of  a  long-felt  need  for 
an  easily  accessible  record  of  the  members. 


Akron  Association  of 
School  Secretaries 

Like  NAES,  the  Akron  Association  of 
School  Secretaries  now  celebrates  their 
2Sth  year  since  organization.  In  commemo¬ 
ration  of  the  event,  a  Silver  Tea  was  held 
on  Sunday  afternoon,  November  8,  at  the 
University  Club  in  Akron.  Over  200  guests 
were  in  attendance. 

Formal  invitations  printed  in  silver  were 
sent  to  members  of  the  Board  of  Education 
and  their  wives,  the  administrative  staff 
of  the  schools  and  their  wives  and  hus¬ 
bands,  all  principals  and  their  wives  and 
husbands,  all  former  school  secretaries,  as 
well  as  the  present  secretarial  staff. 

The  formal  tea  table  was  centered  with 
a  beautiful  flower  arrangement  in  white, 
silver  and  green  colors,  flanked  on  each 
side  by  three-tier  silver  candelabra  with 
tall  white  candles.  All  secretaries  who  as¬ 
sisted  as  hostesses,  and  former  association 
presidents  wore  corsages  in  keeping  with 
the  color  scheme.  A  white  leather  guest 
book,  imprinted  with  silver,  will  be  kept 
as  a  remembrance  of  this  social  event. 

Mrs.  Florence  Balshaw  was  General 
Chairman  in  charge  of  the  Silver  Tea,  and 


was  assisted  by  Mrs.  Gladys  Eblen.  Should 
any  of  your  associations  reach  the  25th 
anniversary  time,  do  contact  the  Akron 
Association  for  planning  suggestions  for  a 
Silver  Tea. 

Parma  School  Secretaries 

It  was  truly  “Christmas  in  Hawaii”  for 
Parma  School  Secretaries  this  past  holi¬ 
day  season.  In  honor  of  our  newest  state, 
this  was  the  theme  of  their  Annual  Christ¬ 
mas  Party,  and  55  school  secretaries 
gathered  at  Chef  Louie’s  Luau.  In  true 
Hawaiian  tradition,  the  Luau  was  served 
on  a  low  table  with  participants  seated  on 
pillows  on  the  floor. 

From  the  land  of  the  swaying  palm 
trees  and  pineapples,  two  Hawaiian  girls 
sang  and  interpreted  the  hula  and  other 
native  dances.  One  of  the  local  junior  high 
school  teachers  also  showed  colored  slides 
taken  during  a  recent  trip  to  the  Islands. 

And  as  secretaries,  we  are  always  inter¬ 
ested  in  incidents  of  public  relations.  On 
learning  that  the  Parma  Association  presi¬ 
dent  had  been  quite  ill,  one  of  the  Ha¬ 
waiian  dancers  telephoned  her  mother  in 
Honolulu  and  ordered  a  flower  lei.  This 
was  to  be  sent  to  the  Parma  group  to  be 
presented  to  their  president. 

Toledo  Ascociation  of 
School  Secretariea 

All  educational  secretaries  must  be 
familiar  and  concerned  with  millage  cam¬ 
paigns  and  elections  in  their  local  school 
districts.  In  Ohio,  tax  money  cannot  be 
used  for  advertising  purposes  in  such  elec¬ 
tion  campaigns.  In  a  recent  millage  levy 
election,  which  by  the  way  was  successful, 
the  Toledo  Association  of  School  Secre¬ 
taries  added  their  contribution  to  those  of 
business,  industry,  individuals,  and  school 
organizations,  to  help  in  financing  the  cam¬ 
paign.  Other  local  associations  in  Ohio  as 
well  as  in  other  states,  having  a  similar 
situation,  might  want  to  make  note  of  this 
and  perhaps  could  well  follow  suit. 


WISCONSIN 

“Teach  for  Tomorrow”  was  the  title  of  a 
talk  made  by  Dr.  Russell  Cansler,  Head  of 
the  Business  Education  Department  of 
Northwestern  University,  at  the  Annual 
Convention  of  the  Wisconsin  Elducational 
Secretaries  Association  held  in  Milwaukee 
last  winter.  In  his  remarks  he  emphasized 
four  points  to  help  in  leading  a  successful 


life,  which  these  secretaries  felt  should  be 
reported.  These  points,  and  how  true  they 
are,  were: 

1.  We  should  acquire  a  genuine  interest  in 
other  persons. 

2.  We  should  remain  teachable.  (In  other 
words,  be  willing  to  learn  and  accept 
new  ideas.) 

3.  We  should  be  a  member  of  the  team 
(team  player). 

4.  We  should  be  willing  to  do  (a  worker). 


NORTHEAST  REGION:  Connecticut, 
Delaware,  Maine,  Maryland, 
Massachusetts,  New  Hampshire, 

New  Jersey,  New  York,  Pennsylvania. 
Rhode  Island,  Vermont. 

Mrs.  Dorothy  Call,  Reporter 
505  Locust  Avenue 
Torresdale  Manor 
Philadelphia  14,  Pennsylvania 

ly  at  the  University  of  Massachusetts.  Some 
250  secretaries  attended. 

NEW  HAMPSHIRE 

A  committee,  composed  of  State  Depart¬ 
ment  of  Education  ftersonnel,  representa¬ 
tives  of  the  school  administration  and  sec¬ 
retaries  are  now  busily  engaged  with  the 
final  plans  for  the  8th  Annual  Workshop. 
April  27-29.  A  special  “clinic”  for  girls  new 
to  their  positions  in  the  educational  offices, 
will  be  introduced  for  the  first  time,  along 
with  the  regular  sessions  on  School  Law, 
State  statistical  reporting,  current  state  and 
federal  legislation  as  it  affects  our  work, 
and  several  panel  sessions. 

As  you  read  elsewhere  in  this  Magazine, 
great  plans  are  in  store  for  those  who  at¬ 
tend  the  National  Convention  in  New 
Hampshire  next  July.  Clambake — Moun¬ 
tain  Trip — Summer  Playhouse — Chicken 
Barbecure.  Need  we  say  more  before  you 
begin  making  your  summer  vacation 
plans? 

NEW  JERSEY 

“The  Modern  Secretary  Belongs”  is  the 
theme  selected  by  the  New  Jersey  Asso¬ 
ciation  of  Educational  Secretaries  program 
committee  to  span  the  current  year,  1959- 
60.  For  the  Northern  Workshop,  April  30, 
1960,  at  Fairleigh  Dickson  University,  Tea- 
neck  Campus,  the  topic  will  be  “Job  Se¬ 
curity — A  Study  of  Pension  Problems.”  At 
the  Southern  Workshop,  April  23,  1960,  at 
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CONNECTICUT 

The  Connecticut  Association,  at  their  re¬ 
cent  Tenth  Annual  Convention,  submitted 
a  questionnaire  to  the  membership.  At 
least  25  programs  of  all  types,  held  by  as¬ 
sociations  in  other  states,  were  listed  in  the 
questionnaire.  Those  attending  the  conven¬ 
tion  were  asked  to  indicate  their  prefer¬ 
ences.  Following  the  tabulation  of  this 
questionnaire,  the  results  will  be  passed 
on  to  chairmen  of  regional  meetings  for 
their  guidance. 

DELAWARE 

At  the  recently  held  Annual  Convention, 
the  Delaware  Educational  Secretaries  As¬ 
sociation  suggested  the  following  require¬ 
ments  for  certification  of  secretaries: 

Executive  Secretary:  H.  S.  Graduate, 
with  2  years  of  business  college;  5  years 
experience  (2  years  as  an  educational  sec¬ 
retary)  ;  5  year  certificate — renewable  with 
6  semester  hours  of  additional  credits  until 
12  semester  hours  have  been  earned. 

Senior  Secretary:  H.  S.  Graduate,  with 
2  years  of  business  college;  3  years  experi¬ 
ence  (1  as  an  educational  secretary);  5 
year  certificate — renewable  with  6  semes¬ 
ter  hours  of  additional  credit  until  12  se¬ 
mester  hours  have  been  earned. 

Secretary:  H.  S.  Graduate  with  some 
business  training  (not  certified). 

MASSACHUSETTS 

Edith  Hammond  was  the  guest  of  honor 
at  the  First  Annual  Workshop  held  recent- 
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Glassboro  State  College,  the  topic  will  per¬ 
tain  to  “Job  Security — A  Study  of  Potential 
l^nsibilities.”  An  attempt  is  being  made 
this  year  to  suit  the  program  to  the  section 
rather  than  to  duplicate  the  same  program 
in  both  areas  of  the  state. 

NEW  YORK 

Long  Island  Association  of 
Educational  Secretstries 

Membership  has  reached  an  all  time  high 
with  1,427  members. 

PENNSYLVANIA 

Would  you  be  interested  in  spending 
your  vacation  in  New  England  next  sum¬ 
mer?  We  are  informed  that  the  Pennsyl¬ 
vania  Association  of  Educational  Secretar¬ 
ies  in  cooperation  with  the  Greyhound  Bus 
Company  has  made  arrangements  for  a 
conducted  tour  which  would  also  include 
attending  the  NAEIS  Convention. 

This  tour  is  to  begin  about  July  16  or  17 
—travel  for  a  week — then  stop  off  at  Dur¬ 
ham,  New  Hampshire  for  three  days  (July 
22,  23,  and  24) — followed  by  another  week 
of  travel  from  July  25  through  July  30  or 


31.  It  is  planned  to  see  many  of  the  histori¬ 
cal  places  of  interest,  as  well  as  the  scenic 
beauties  of  the  New  England  states. 

Should  you  be  interested  in  getting  de¬ 
tailed  information,  drop  a  post  card  to: 
Miss  Katherine  E.  Mitchell;  Washington 
Voc.  High  School;  169  -  40th  Street;  Pitts¬ 
burgh  1,  Pennsylvania. 

PitUburfk  Association  of 
Educational  Secretaries 

The  five  A’s  for  Action  —  Attend,  Ap¬ 
praise,  Arouse,  Assist,  and  Attain,  have 
been  adopted  by  the  Pittsburgh  Association 
of  Educational  Secretaries  for  the  1959-60 
school  year.  A  twenty-four  week  Basic 
Correctional  Training  Program  is  well  un¬ 
derway  and  is  conducted  by  the  Public 
Service  Institute.  The  course  is  designed  to 
provide  an  in-service  training  program 
for  people  employed  by  a  public  or  semi¬ 
public  agency  or  institution  and  whose 
work  brings  them  in  contact  with  the  cor¬ 
rectional  field.  The  subject  matter  is  di¬ 
vided  into  two  general  fields,  The  Criminal 
Justice  Program  and  the  Behavior  and 
Treatment  of  the  Delinquent. 


IF  WE  DON'T  HELP  YOU  STRETCH 
YOUR  SCHOOL  BUDGET  DOLLAR 
WE  DON'T  DESERVE  YOUR  BUSINESS 


Send  for  circular  that  explains  how  continual 
use  of  a  4^  item  can  save  you  thousands  a  year. 


HOLDEN 

Please  send  Free  Fohler 

P.O.  Box  1929 

Name 

Springfield 

Massachusetts 

Address  _  _  . 
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Lehigh  Valley  Area  Atsociation  of 
Educational  Secretarie* 

Just  as  schools  merge  and  become  join¬ 
tures,  so  have  the  secretaries  in  Carbon, 
Lehigh,  and  Northampton  Counties,  and 
they  are  now  officially  known  as  the  Le¬ 
high  Valley  Area  Association.  Plans  are 
underway  to  conduct  further  in-service 
programs,  and  to  enlarge  the  present  mem¬ 
bership  of  56  strong. 


Abington  Aaiociation  of 
Educational  Secretaries 

A  recent  Workshop  held  by  the  Abington 
Association  of  Educational  Secretaries  fea¬ 
tured  topics  on  Tuition  Procedures,  Trans¬ 
portation,  Business  Machines,  State  Regis¬ 
ters,  and  Requisitions.  This  group  also  re¬ 
ports  a  100'  „  membership  drive — 50  mem¬ 
bers. 


NORTHWEST  REGION:  Alaska,  Idaho, 
Montana,  Oregon,  Washington,  Wyom¬ 
ing. 

Mrs.  Winnie  Bolinger,  Reporter 
ane  County  School  District  No.  52 
4640  Barger  Avenue 
Eugene,  Oregon 


OREGON 

A  Standards  Program  Committee  of  the 
Oregon  Association  of  Eklucational  Secre¬ 
taries  is  currently  making  a  study  to  de¬ 
termine  desirable  qualifications  for  an  edu¬ 
cational  secretary.  Included  in  this  study, 
consideration  is  also  being  given  to  the  ra¬ 
tio  of  school  enrollment  to  the  number  of 
secretaries  and/or  the  ratio  of  the  number 
of  secretaries  to  the  number  of  teachers.  It 
is  proposed  that  the  recommendations  from 
this  study  will  be  presented  to  the  State 
Department  of  Education  for  possible  in¬ 
corporation  into  the  state  standards. 

Oregon  secretaries,  of  course,  look  for¬ 
ward  to  the  1961  NAES  Convention  and  In¬ 
stitute  to  be  held  in  Corvallis,  Oregon. 

WASHINGTON 

It  is  reported  that  Washington  secretaries 
made  a  big  step  ahead  last  year  when  they 
became  cdfiliate  members  of  the  Washing¬ 
ton  Education  Association.  They  were  most 
proud  also  when  the  President  of  the  NEA 
was  guest  sp>eaker  at  their  Annual  Christ¬ 
mas  Banquet. 

Plans  are  now  being  formulated  by  the 
Washington  Association  of  Educational 
Secretaries  to  submit  to  school  administra¬ 
tors  regarding  in-service  workshops.  A  de¬ 
finite  need  has  been  felt  in  this  state  for 
such  a  program,  not  only  for  certification, 
but  for  more  information  on  educational 
secretary  work.  (Note:  Be  sure  to  review 


the  Pennsylvania  Program  as  described 
elsewhere  in  this  Listening  In  Section.) 

Auburn  Association  of 
Educational  Secretaries 

The  Auburn  local  association  was  great¬ 
ly  honored  by  recognition  afforded  them  by 
the  administration  in  being  one  of  the  first 
two  districts  in  the  United  States  to  recog- 
7iize  the  Professional  Standards  Program  as 
a  part  of  their  secretaries’  salary  schedule! 
To  date  two  PSP  Certificates  have  been 
awarded  to  State  of  Washington  secre¬ 
taries,  and  both  are  held  by  members  of 
the  Auburn  group. 

Meetings  of  the  AAES  are  held  bi¬ 
monthly,  usually  with  a  5:30  p.m.  dinner 
at  a  local  restaurant.  These  meetings  are 
filled  with  discussions  of  the  varied  prob¬ 
lems  which  have  occurred  during  the 
working  hours  of  the  day. 

Spokane  Association  of 
Educational  Secretaries 

The  Spokane  Association  was  organized 
less  than  a  year  ago,  but  reports  “terrific" 
progress  to  date.  Out  of  a  potential  mem¬ 
bership  of  147  secretaries,  57  are  members 
of  the  local,  state,  and  national  associations. 

Recognition  is  also  being  given  the 
group,  with  recent  invitations  being  ex¬ 
tended  for  an  educational  secretary  repre¬ 
sentative  to  be  present  at  both  the  Annual 
Conference  of  the  State  School  Superin¬ 
tendents  Association,  and  the  State  School 
Directors  Association. 
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SOUTH  CENTRAL  REGION:  Arkansas. 
Kansas,  Louisiana,  Missouri, 
Nebraska,  Oklahoma,  Texas. 


Mr.  Tom  W.  Langston,  Reporter 
Box  282,  Sta.  W.  T. 

Canyon,  Texas 


i 


MISSOURI 

Along  with  association  business  and  ac¬ 
tivities,  the  Missouri  Association  of  Educa¬ 
tional  Secretaries  also  takes  time  out  for 
welfare  work.  During  the  past  two  years 
Missouri  secretaries  have  planned  parties 
and  exchanged  gifts  for  80  women  patients 
at  State  Hospital  No.  1  in  Fulton,  Missouri. 

In  another  field,  from  all  reports  to  date, 
the  Missouri  Association  is  now  engaged 
in  a  completely  new  type  of  activity — 
sponsoring  a  city  basketball  league.  To 
date  no  further  details  on  this  project  are 
available,  but  it  is  hoped  we  will  be  in¬ 
formed  of  any  progress  or  action. 

TEXAS 

An  association  pin  has  been  adopted  by 
the  Texas  State  Association.  The  pin  is 
formed  as  a  star  to  represent  the  Lone  Star 
State.  It  is  embossed  with  the  letters  TESA, 
the  lamp  of  knowledge,  and  a  typewriter. 
The  state  colors  of  blue  and  gold  are  used 
in  the  design. 

A  handbook  for  state  officers  is  now  in 
the  making.  For  this  year  members  will 
make  specific  suggestions  as  to  duties,  re¬ 
sponsibilities,  and  requirements  for  hold¬ 
ing  office.  Next  year  permanent  handbooks 


will  be  the  result  of  careful  plannmg. 
(Note:  Be  sure  to  read  the  directions  of¬ 
fered  by  New  Jersey  in  preparation  of  their 
Officers’  Handbook,  in  another  part  of  this 
Listening  In  Section.) 

Houston  Educational 
Secretaries  Association 

Did  you  remember  that  October  16  was 
National  Bosses  Day?  The  Houston  secre¬ 
taries  observed  it  with  a  coffee  and  cookie 
break  for  the  bosses.  This  was  such  a  suc¬ 
cess  that  from  now  on  it  will  probably 
prove  to  be  on  the  year’s  agenda. 

Houston  Administrative  Educational 
Secretaries  Association 

There’s  hardly  anything  that  Houston 
hasn’t  done  sooner  or  later.  Many  of  the 
girls  (seventeen,  to  be  exact)  took  six 
weekly  lessons  on  Christmas  decorations. 
Don’t  you  know  their  offices  and  homes 
must  have  been  something  special? 

Houston  happens  to  be  the  largest  city 
in  Texas.  But  wouldn’t  you  know  that 
those  secretaries  would  stage  a  Country 
Fair.  (Note:  This  is  wrtiten  up  more  com¬ 
pletely  in  another  section  of  this  Listening 
In  Column.) 


SOUTHEAST  REGION:  Alabama,  District 
of  Columbia,  Florida,  Georgia, 
Kentucky,  Mississippi,  North  Carolina, 
South  Carolina,  Tennessee,  Virginia, 
West  Virginia. 

Mrs.  Kathryn  Hutcherson,  Reporter 
Gretna,  Virginia 


DISTRICT  OF  COLUMBIA 

Secretarial  Atsociation  of  the  Public 
Schools  of  the  District  of  Columbia 

Recognition  and  tribute  to  their  secre¬ 
taries  was  given  at  the  first  meeting  of  the 
1959-60  year,  by  the  District  of  Columbia 
Secondary  School  Principals  Association. 
Secretaries  were  invited  as  special  guests 
and  introduced  to  the  group  by  their  boss 
during  a  special  “get-acquainted  time.”  It 


was  generally  agreed  that  the  meeting  re¬ 
sulted  in  everyone  in  the  District  school 
system  becoming  better  acquainted;  and 
becoming  a  face,  instead  of  just  a  voice, 
at  the  other  end  of  the  telephone  line. 

FLORIDA 

Dade  County  Atsociation  of 
Educational  Secretaries 

A  new  plan  of  procedure  to  get  closer 
to  the  suggestions  and  complaints  of  their 
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membership,  has  this  year  been  instituted 
by  the  Dade  County  Association.  Schools 
in  this  county  are  set  up  in  Curriculum 
Areas,  and  accordingly  the  Association  has 
appointed  a  chairman  for  each  of  such 
areas.  These  chairmen  have  in  the  past 
been  responsible  for  membership,  as  well 
as  news  for  the  bulletin  publication. 

Additionally,  this  year,  these  area  chair¬ 
men  are  asked  to  meet  with  the  secretaries 
in  their  assigned  area  to  hear  suggestions, 
requests,  and  “gripes”  that  affect  the  or¬ 
ganization  as  a  whole.  Reports  of  these 
meetings  are  then  presented  to  the  Execu¬ 
tive  Board  for  any  further  consideration, 
follow-up  or  action. 

Hillsborough  County  Association 
of  Educational  Secretaries 

A  Yearbook  listing  all  secretarial  per¬ 
sonnel  together  with  their  addresses  and 
telephone  numbers  is  published  annually 
by  this  association. 

KENTUCKY 

Western  Kentucky  Association 
of  Educational  Secretaries 

A  recent  meeting  of  this  group  gave 
members  the  opix>rtunity  to  discuss  sub¬ 
jects  of  interest  to  each  secretary.  Plans 
are  being  made  to  invite  NAES  members 
from  Tennessee  to  attend  the  annual  meet¬ 


ing  in  Louisville  to  help  them  toward 
organizing. 

MISSISSIPPI 

This  year  for  the  first  time,  the  Missis¬ 
sippi  Association  of  Elducational  Secretaries 
awarded  a  scholarship  to  a  junior  major¬ 
ing  in  business  education  at  one  of  the 
state  colleges. 

The  Annual  Workshop  and  Conference 
was  this  past  year  held  in  July,  with  the 
title  “Treasure  Chest.”  One  year  the  con¬ 
ference  is  held  in  the  summer,  and  the 
year  following  in  the  fall;  thus  allowing 
every  member  a  chance  to  attend  regard¬ 
less  of  her  work  schedule. 

Mississippi  reports  that  their  purpose  in 
these  conferences  is  to  promote  interest 
through  greater  participation.  However, 
when  we  read  that  “all  but  6  of  our  130 
members  had  a  part  in  preparing  and 
carrying  out  the  last  summer  conference 
program” — what  more  could  one  expect  in 
the  way  of  participation  and  cooperation? 

NORTH  CAROLINA 

North  Carolina  educational  secretaries 
seem  to  have  unlimited  opportunities  for 
attendance  at  workshops  and  district  meet¬ 
ings.  It  is  reported  that  ten  district  meet¬ 
ings  were  held  throughout  the  state  dur¬ 
ing  the  months  of  September  and  October. 


SOUTHWEST  REGION:  Arizona, 
California,  Colorado,  Nevada, 
New  Mexico,  Utah. 

Mrs.  Margaret  Savage 
562  Browning  Avenue 
Salt  Lake  City,  Utah 


CALIFORNIA 

Alhambra  Association  of 
Educational  Office  Employees 

These  secretaries  are  really  on  the  job 
and  enthusiastic.  They  publish  a  very  at¬ 
tractive  magazine  every  month,  as  well  as 
hold  a  profitable  meeting  or  party. 

Downey  Clerical  and  Secretarial 
Employees  of  Schools 

This  Association  reports  they  recently 
found  it  necessary  to  increase  dues,  how¬ 
ever  the  increase  included  all  costs  for 
the  Bosses  Night  Banquet.  No  doubt  this 
should  be  of  interest  to  many  of  you  who 
have  a  similar  affair — more  for  your  dues 
money  so  to  speak! 


Office  Employees  Organization  of  the 
Norwalk-LaMirada  City  School  District 

A  comparison  of  the  old  way  with  the 
new  way  in  offices,  was  the  theme  of  a 
recent  meeting  of  the  Norwalk-LaMirada 
group.  This  comparison  was  most  ably 
pointed  out  in  a  special  talk  by  Superin¬ 
tendent  Reginald  M.  Benton.  He  assured 
the  group  “they  never  had  it  so  good" 
when  he  reminisced  about  his  days  in  a 
one-room  school  where  he  had  to  serve 
as  both  principal  and  secretary.  In  closing 
he  stressed  that  to  become  efficient  and 
professional  office  employees,  it  is  neces¬ 
sary  to  first  become  familiar  with  educa¬ 
tion  as  it  relates  to  ALL  employees. 
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Following  the  talk,  the  balance  of  the 
meeting  was  spent  in  a  tour  of  the  dis¬ 
trict’s  sp)ecial  education  unit  for  handi¬ 
capped  children  and  the  administration 
building. 

UTAH 

The  Utah  Association  reports  an  out¬ 
standing  State  Convention  this  past  year, 
which  in  this  state  is  held  in  conjunction 
with  the  Utah  Non-Professional  School 
Employees  Association.  One  of  the  high¬ 
lights  of  the  Convention  was  an  address 
by  Wendell  J.  Ashton  in  which  he  urged 
secretaries  that  they  give  the  “extras” — 
the  extra  inch.  (Truly,  in  the  rush  of  the 
modern  day  and  age,  perhaps  that  little 
extra”  too  often  gets  overlooked.)  His 
talk  was  further  stressed  as  he  spoke  of 
the  three  “C’s.”  Care — the  gift  of  listening. 
Composure — the  gift  of  self  control.  And 
Confidence — the  gift  of  being  reliable  and 
truthful  to  students,  teachers  and  parents. 

Salt  Lake  City  Educational 
Sfcretariea  Association 

Real  estate,  wills,  torts,  liability,  income 
tax,  and  other  legal  terminology  were  re¬ 
cently  on  the  agenda  one  evening  per  week 
for  Salt  Lake  City  Educational  secretaries. 
Deviating  somewhat  from  the  usual  type  of 
course  for  educational  secretaries,  a  four- 
week  course  in  law  was  conducted  by  Mr. 
Scott  D.  Allen,  a  local  attorney.  Lectures 
covered  legal  problems  as  they  affect  the 


roles  of  the  school  secretary  and  the  citi¬ 
zen.  The  lectures,  which  proved  most  in¬ 
structional,  were  followed  by  a  discussion 
and  question  and  answer  period  combined. 

FURTHER  DATES  AND  PLACES  OF 
STATE  MEETINGS— 1959  60 

IOWA:  April  23,  Spring  District  Meet¬ 
ing,  at  Lamoni.  May  13-14,  Annual  Work¬ 
shop,  at  Iowa  State  University,  Ames. 
Contact:  Marilyn  Franke;  Cedar  Falls 
Public  Schools:  903  Washington  Street; 
Cedar  Falls,  Iowa. 

MINNESOTA:  April  29-30,  Annual 
Spring  Conference,  at  Mankato.  Contact: 
Lorraine  Hagglund;  Henry  High  School; 
2020  43rd  Avenue  North;  Minneapolis  12, 
Minnesota. 

OHIO:  May  12-14,  Annual  Convention, 
at  Toledo.  Contact:  Josephine  Horton;  Par¬ 
ma  City  School  District;  5401  W.  54th 
Street;  Parma  29,  Ohio. 

PENNSYLVANIA:  April  28-30,  Annual 
Workshop,  at  Penn  State  University.  Con¬ 
tact:  Femly  A.  Roebuck;  1703  N.  Third 
Street;  Harrisburg  6,  Pennsylvania. 

TEXAS:  July  11-15,  Summer  Work  Con¬ 
ference,  at  Driskill  Hotel,  Austin.  Contact: 
Mrs.  Raydell  Goggans;  Gladewater  School 
District;  P.O.  Box  337;  Gladewater,  Texas. 

WISCONSIN:  April  22-24,  Spring  Meet¬ 
ing,  at  American  Baptist  Assembly;  Green 
Lake.  Contact:  Miss  Beverly  Dillun;  Fort 
Atkinson  Public  Schools;  Fort  Atkinson, 
Wisconsin. 


REQUEST  FOR  APPLICATION  FORMS 
for 

Professional  Standards  Program 


National  Association  of  Educational  Secretaries 


Miss 
Mrs. 
Name  Mr. 


(Strret  and  Number) 


Mrs.  Mary  C.  Lawrence 
Registrar  of  Standards  Program 
103  Lucky  Street 
Fayette,  Missouri 


.  Mail  Request  to  one  of  following: 

Mrs.  Lila  L.  Foltz,  Ass’t. 

Registrar  of  Standards  Program 
1711  -  15th 
Boulder,  Colorado 
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Available:  New  England  Tour 


Educational  secretaries  in  states  surrounding  Pennsylvania  are  cordially  invited  to 
join  in  a  tour  of  New  England  with  time  out  to  attend  the  National  Convention  in 
Durham,  New  Hampshire.  You  can  join  the  tour  in  Pittsburgh,  Harrisburg,  Philadel¬ 
phia  or  New  York.  If  interested,  write  to  Kay  Mitchell,  Washington  Vocational  Hi|^ 
School,  169  40th  Street,  Pittsburgh  1,  Pennsylvania  as  soon  as  possible.  Below  is  the 
itinerary. 

July  16  Leave  Pittsburgh,  Pa.  8.00  AJI. 

Arrive  New  York,  N.  Y.  5:00  PJI. 

(Travel  via  Harrisburg  and  Philadelphia) 

Hotel  Paramount  —  1  night  —  twin-bedded  accommodations 

July  17  Leave  New  York,  N.  Y.  8:00  A.M. 

Arrive  Burlington,  Vt.  4:30  P.M. 

Hotel  Vermont  —  2  nights  —  twin-bedded  accommodations 

July  18  you  will  leave  on  an  all-day  tour  to  Ausable  Chasm  that  includes  all  trans¬ 
portation  from  Burlington,  Vt.  to  Ausable  Chasm,  N.  Y.,  plus  admission  to  and  boat  ride 
to  the  Chasm.  The  trip  via  unique  San  Bar  Bridge  to  Grand  Isle  affords  an  excellent 
view  of  Lake  Champlain  and  the  Adirondack  Mountains. 

July  19  Leave  Burlington,  Vt.  11:00  A.M. 

Arrive  Portland,  Maine  7:00  P.M 

Hotel  Fastland  —  2  nights  —  twin-bedded  accommodations 

July  20  you  will  leave  for  a  three  and  one-half  hour  combined  bus  and  boat  tour.  Tour 
covers  all  points  of  interest  in  the  City  of  Portland,  then  to  Tukey’s  Bridge  and  Mar¬ 
tins  Bridge  to  Falmouth  Forside  where  transfer  is  made  to  the  boat  that  takes  you 
along  the  shores  of  Falmouth  and  Cumberland  Foresides,  passing  the  Naval  Base 
anchorage,  and  stopping  at  Chebeaque  Islands.  After  one  and  one-half  hours  of  free 
time  on  the  Island,  the  boat  returns  to  Portland.  Leave  at  9: 15  A.M. 

July  21  Leave  Portland,  Maine  1:00  P.M. 

Arrive  Durham,  New  Hampshire  3:30  P.M. 

July  22,  23  and  24  to  be  spent  in  Durham,  New  Hampshire — for  National  Convention 

July  25  Leave  Durham,  New  Hampshire  1:00  P.M. 

Arrive  Boston,  Mass.  3:00  P.M. 

Hotel  Bradford  —  2  nights  —  twin-bedded  accommodations 

July  26  you  will  leave  on  an  all-day  tour.  Explore  the  old  city,  Boston,  with  its  baf¬ 
fling  maze  of  dead-end  streets,  twisting  lanes,  open  markets  and  busy  wharves.  Stops 
are  made  at  Bunker  Hill  Monument,  Paul  Revere  House,  Old  North  Church,  Lex¬ 
ington  Battlefield,  the  Old  North  Bridge  at  Concord.  Enjoy  a  short  visit  to  Wayside  Inn, 
made  famous  by  Longfellow  in  his  “Tales  of  a  Wayside  Inn.” 

July  27  Leave  Boston,  Mass.  10:00  A.M. 

Arrive  Provincetown,  Cape  Cod,  Mass.  1:00  P.M. 

Provincetown  Inn  and  Motel  —  2  nights  —  twin-bedded 
accommodations 

July  28  to  be  spent  in  Cape  Cod 

July  29  Leave  Cape  Cod,  Mass.  11:00  A.M. 

Arrive  Boston,  Mass.  2:00  P.M. 

Hotel  Bradford  —  1  night  —  twin-bedded  accommodations 

July  30  Leave  Boston,  Mass.  9:00  A.M. 

Arrive  West  Point,  N.  Y.  2:30  P.M. 

See  United  States  Military  Academy 

Leave  West  Point,  N.  Y.  5:00  P.M. 

Arrive  New  York,  N.  Y.  7:00  P.M. 

Hotel  Paramount  —  1  night  —  twin-bedded  accommodations 

July  31  Leave  New  York,  N.  Y.  8:00  A.M. 

Arrive  Pittsburgh,  Pa.  5:00  P.M. 

(Travel  via  Philadelphia  and  Harrisburg) 


Portland,  Maine 
Durham,  New  Hampshire 


We  will  be  traveling  in  the  same  bus  with  one  driver  for  the  entire  trip. 


Slip  off  your  shoes  and  get  into  some  comfortable  slip¬ 
pers,  fluff  up  the  red  checkered  pillow  on  one  of  those 
ladder  back  chairs  and  move  close  to  the  warm  Are  in 
our  stove.  We’ve  lots  to  chat  about  and  the  weather 
outside  lends  itself  to  a  long  visit.  February  is  rather 
dull,  drab,  raw,  frigid.  It  is  cheerless,  blustering,  and 
piercing.  Listen.  You  can  hear  the  blunk-blunk-blunk 
of  a  broken  tire  chain.  We’ve  some  ice  cold  apples,  fresh 
salty  crackers,  and  the  teapot’s  whistling.  C’mon,  have 
a  cup  of  sassafras  tea,  and  lands-sakes-close-the-door- 
before-we-freeze! 


When  multilith  erasers  become  worn  and  blunt  they 
can  be  made  as  good  as  new  by  cutting  a  new  slant  end 
with  scissors. 


If  you  are  faced  with  a  tracing  job  and  no  tracing 
paper  on  hand,  juat  pour  some  lighter  fluid  on  your  paper 
lad  it  will  become  transparent.  Later  the  fluid  will  evap¬ 
orate  without  a  stain.  If  you  are  a  non-smoker,  then  use 
a  bit  of  Scat.  You’ll  have  to  work  pretty  fast  though. 


Somehow  the  conversation  gets  around  to  food  when  we  get  together  at  regional, 
conventions,  etc.  Many  times  we  have  samples  of  these  goodies,  and  we  want  to  ^re 
the  recipes  with  you. 

VIRGINIA  RILEY’S  ENGLISH  TOFFEE  COOKIES 
1  cup  sugar 
1  egg — separated 
1  cup  flour 
1  cup  oleo  or  butter 

cups  chopped  nuts  (ground) 

1  tablespoon  vanilla 

Mix  sugar  and  oleo.  Add  egg  yellow  and  then  add  flour  gradually.  Then  vanilla  and 
one  cup  of  nuts.  Press  on  to  cookie  pan.  Have  a  cup  with  some  flour  in  it  to  dip  Angers 
in  before  pressing  dough  down. 

Beat  egg  white  lightly  but  not  until  it  is  stiff.  Spread  over  the  dough.  Sprinkle  re¬ 
mainder  of  nuts  on  top.  Bake  at  300°  for  about  30  minutes.  Cut  immediately  and  get 
loose  from  pan. 


IS  PADDOCK’S  CHEESE  CAKE 

1*4  cups  cottage  cheese  (creamed  style) 

2  tbs.  cream  (milk  will  do) 

(4  cup  sugar 

3  eggs 

1  tsp.  melted  butter 
Lemon  or  vanilla  flavoring 

Press  the  cheese  through  a  colander;  (unnecessary  if  you  use  electric  mixer  and  mix 
ingredients  for  a  Inoger  than  usual  period)  beat  the  eggs  until  light;  add  them  with  all 
other  ingredients  to  the  cheese;  beat  until  smooth.  Again,  if  you  use  an  electric  mixer, 
you  can  put  all  ingredients  into  bowl  at  one  time  and  mix  at  one  time.  No  step  to  step 
necessary. 

For  variation:  Drain  small  can  of  crushed  pineapple  (drink  the  juice)  put  drained 
pineapple  in  mixture  and  mix  well.  Batter  quite  thin. 

Line  a  deep  pie  dish  with  plain  pastry;  All  with  mixture  and  bake  in  a  quick  oven 
for  30  minutes  (425°).  The  quantities  given  will  make  only  1  pie — 9". 

Mary  Ellen— So  Mae  Rosenberg’s  tongue  doesn’t  hang  out  too  long  awaiting  this 
recipe,  I’ve  made  a  copy  which  I’ll  send  her  when  yours  goes  out.  OK? 

30  minutes  and  we’ll  be  off  to  the  big  game.  Here’s  hoping!  If  we  are  victorious  tonight, 
we’ll  go  to  Newburgh  Saturday  for  the  next  round. 

Let  me  know  how  you  like  the  cheese  cake,  please. 


After  several  years  of  experimenting  with  the  problem  of  keeping  Enrollment  Cards 
properly  alphabetized  at  all  times,  my  perfect  solution  this  year  has  been  to  place 
them  not  in  a  Ale  box,  but  in  a  holder  similar  to  a  napkin  holder.  A  rod  runs 
thru  the  cards  near  the  lower  left  hand  corner  and  has  a  nut  and  bolt  on  each  end. 
A  card  can  be  easily  located  with  just  one  hand  (in  case  the  other  is  holding  the 
phone)  and  is  tipped  up  to  the  left  for  easy  reading.  To  add  a  card  just  punch  a 
hole  for  rod,  cut  into  it  from  the  side  with  scissors,  slip  over  rod  in  proper  place  and 
seal  around  rod  with  a  “life-saver.”  When  a  child  withdraws  I  mark  a  large  red  “W 
in  upper  right  corner  and  leave  card  in  place.  Oregon  Association. 


In  filing,  use  color  dots  for  each  year.  When  it  is  necessary  to  remove  a  back  year, 
jtut  remove  all  folders  with  that  color  dot.  Frances  Class,  E.  Detroit,  Mich. 
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DITTO  BLUES 
Mary,  take  some  letters 
And  see  these  memo’s  all  go  out — 

Did  you  check  the  eligibility? 

It’s  due  without  a  doubt. 

DITTO  ON  MY  HANDS 
AND  DITTO  ON  MY  FACE, 

LITTLE  PURPLE  GLOBS 
SOAP  CANNOT  ERASE. 

Track  meet  here  tomorrow, 

Hope  you’re  able  to  come  back — 

What  about  the  programs? 

Are  there  500  in  that  stack? 

NOW  IT’S  MIMEO  INK 
SMUDGES  MY  BEST  SWEATER. 

THE  LOCK  WAS  LEFT  UNDONE 
THE  ROLL  COULDN’T  BE  WETTER. 

The  Coke  man  wants  the  key 
To  the  room  just  off  the  gym. 

Or  is  it  the  milk  shake  man — 

Please,  will  you  let  him  in? 

HERE’S  AN  ELIGIBILITY  CHANGE 
SMITH  &  JONES  GO  BACK  IN  PLACE. 
I  FIND  THE  MASTER  COPY  AND 
DI-TTO  FLIES  AS  I  ERASE. 

Send  that  notice  to  these  schools. 

There  are  30  more  or  less. 

Try  to  get  it  out  today. 

And  did  you  type  that  P.E.  test? 

DITTO  ON  MY  HANDS 
AND  WAY  UP  ON  MY  ARMS 
HOW  CAN  I  BE  PRETTY- 
PURPLE  COVERS  UP  MY  CHARMS! 

I’d  like  to  see  these  students. 

Have  your  helper  take  the  summons  out. 
And  when  you  type  those  conference  notes. 
Make  35  or  thereabout. 

SO  ON  AND  ON  THROUGHOUT  THE 
DAY 

MY  WORK  CONTINUES  TO  BE 
NEATER 

WHILE  SLOWLY  I  TAKE  ON  THE  HUE 
OF  A  SILLY  PURPLE  PEOPLE  EATER! 

Mary  Cramer 

Mrs.  Cramer  did  this  poem  when  she 
was  secretary  in  the  Athletcis  and  P.E. 
Department.  Now  she  has  moved  up  with 
her  boss  who  is  the  new  principal  of  the 
Waukegan  Township  High  School  East 
Campus. 
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TEN  COMMANDMENTS  FOR  EDUCATIONAL  SECRETARIES 


M.  DALE  SCHOFIELD,  Principal,  Duniway  Elementary  School,  Portland,  Oregon 


I.  Thou  shalt  answer  the  telephone  and  deal  with  the  multitudes  in  a  voice  that  is 
both  sweetness  and  light — ^bearing  in  mind  that  thou  givest  to  many  their  first 
impression  of  thy  schools,  or  thy  boss’  office.  Seek  ye  ways  to  make  the  office 
inviting,  and  seek  ye  ways  to  keep  thine  own  self  looking  sharp. 

II.  Thou  shalt  be  patient  and  kind  to  all  boys  and  girls  who  enter  the  office,  and 
suffer  little  children  to  come  unto  thee,  and  forbid  them  not,  because  they  get 
enough  forbidding  from  their  teacher.  Yea,  and  even  from  the  mean  old  principal. 

III.  Thou  shalt  have  no  other  work  before  thee  during  office  time.  Yea,  neither  news¬ 
papers,  fashion  magazines,  knitting,  nor  the  likes.  For  this  would  surely  lifteth 
high  the  eyebrow  of  a  taxpayer  should  he  wander  into  the  office — verily,  and 
maybe  thy  boss’  blood  pressure. 

IV.  Remember  thy  attitude  to  always  keep  it  positive.  For  I  say  unto  thee,  this  is 
more  important  than  any  machine  skill  ye  may  develop.  And  even  though  ye  may 
write  180  words  per  minute  on  the  typewriter  what  will  it  avail  thee  if  thy  coun¬ 
tenance  is  sour  and  thy  spirit  radiates  no  warmth.  Remember  this — by  thy  atti¬ 
tude  will  ye  first  be  judged. 

V.  Thou  shalt  show  no  favoritism  to  any  member  of  the  staff.  Rather  shall  ye  grind 
out  copies  on  the  duplicating  machine  as  cheerfully  and  rapidly  for  one  as  for 
another. 

VI.  Thou  shalt  give  even  the  most  boring  detail  thy  fullest  attention  and  not  turn 
away  saying  to  thyself,  “Oh,  Lord,  not  this  again!”  Remember  that  what  mayest  be 
a  nuisance  to  you  mayest  also  be  of  great  consequence  to  him  with  whom  ye  are 
dealing — be  he  adult  or  child.  For  by  your  reactions  to  the  little  things  in  life 
will  he  know  thee. 


VII.  Thou  shalt  hand  out  supplies  cheerfully  and  trustingly  in  cases  where  it  is  thy 
duty.  Furthermore,  thou  shalt  not  question  nor  cast  suspicion  upon  any  poor 
wretch  of  a  teacher  who  asks  for  another  roll  of  scotch  tape,  a  small  container  of 
thumb  tacks,  a  paltry  pot  of  paste,  etc.,  etc.,  —  rather  shall  ye  leave  this  self-same 
teacher  with  the  feeling  —  Ask,  and  ye  shall  receive! 


VIII.  Thou  shalt  keep  in  confidence  all  matters  pertaining  to  the  office,  the  building, 
and  those  within  it,  whenever  such  conversation  falls  upon  thine  ear.  Verily  I  say 
unto  thee,  that  ye  shall  let  said  information  go  in  one  ear  and  out  the  other.  And 
whosoever  among  thee  shall  let  it  go  in  one  ear  but  not  out  the  other,  yea. 
ye  shall  make  like  the  sphinx  —  never  repeating  a  word. 


IX.  Thou  shalt  age  gracefully  in  thy  job  and  not  come  to  believe  that  thou  ownest 
the  joint  after  being  in  one  place  for  “lo”  so  many  years.  For  blessed  are  they 
who  stay  long  in  one  job  without  becoming  bossy  or  set  in  their  ways. 

X.  Honor  thy  principal,  or  thy  boss,  that  his  days  may  be  happy  and  his  energies 
well  spent.  For  verily  I  say  unto  thee,  a  secretary  who  hath  charm,  competence, 
tact,  and  grows  professionally  in  her  job  is  a  thing  of  beauty  and  a  joy  forever¬ 
more  to  those  around  her. 
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AMEN 


I  always  make  about  10  extra  copies  of  any  mimeo  work  so  that  I  will  always  have 
one  for  the  person  or  persons  who  lose,  misplace,  etc.  Irma  Bruce  Evans,  Des  Plaines, 
Illinois. 


Keeping  a  constant  check  on  the  calendar  so  that  events  coming  up  a  month  or  two 
later  do  not  catch  you  unprepared  is  a  must.  I  make  notes  which  will  serve  as  re¬ 
minders  to  me  when  the  time  actually  arrives.  If  certificates  of  attendance  are  to  be 
(ficen  to  the  participants,  I  make  certain  they  are  ready  many  days  before  the  day 
they  are  to  be  handed  out.  If  a  conference  occurs  during  Lent,  I  make  sure  the  proper 
meals  are  served,  so  that  our  guests  are  not  offended.  Irene  London,  Boulder,  Colorado. 


Put  bill*  (for  instance)  in  alphabetical  order  while  sitting  at  the  desk,  thus  saving 
stack  time  when  standing  at  the  files.  Doris  Frye,  Saginaw,  Michigan  and  Evelyn 
Fischer,  Flint,  Michigan. 


To  keep  your  school  activities  and  the  “bosses”  appointments  in  order  use  the  Na¬ 
tional  School  Calendar  yearbook  (school  year).  At  the  beginning  of  the  school  year 
enter  all  of  the  recurring  items,  events,  etc. — Board  of  Education  monthly  meetings, 
P.TA.  meetings,  athletic  events,  conventions,  vacations,  pay  roll,  staff  meetings.  Make 
reminders  to  yourself  in  this  book  a  day  or  two  ahead  of  completing  special  reports, 
material  to  be  received  from  principals,  supervisors,  teachers,  other  secretaries.  Emma 
Castner.  • 


- ♦ 


H^hen  a  caller  is  requesting  a  form  such  as  an  application  for  a  position,  application 
for  use  of  school  facility  or  something  that  I  have  in  file  and  can  mail  immediately. 
I  take  the  proper  envelope  out  of  my  desk  and  address  it  while  I’m  talking  to  the 
person  and  getting  this  information.  When  I’m  finished  talking,  all  I  have  to  do  is 
get  the  form  out  of  the  file,  insert  it  in  the  envelope  and  mail.  Mildred  Tyler,  Falls 
Church.  Virginia. 


-4- 


Aftor  any  large  activity,  such  as  open  house  at  a  new  school,  we  sit  down  and  liat 
the  ways  we  could  have  improved  the  preparation  and  things  we  could  have  done 
to  make  the  activity  more  effective.  We  find  our  notes  very  helpful  the  next  time 
we  have  a  similar  activity.  Janet  G.  Thursby,  Kirkwood,  Mo. 

I  have  discovered  a  neat  trick  in  making  clean  erasures  on  both  originals  and  car¬ 
bons.  We  have  the  dough  variety  of  type  cleaner  and  by  using  a  little  of  it  to  daub 
on  the  error  before  using  the  eraser,  smearing  is  completely  eliminated.  Roberta 
Winebrenner,  Maywood,  Illinois. 
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ADVERTISING  RATES 
for 

THE  NATIONAL  EDUCATIONAL  SECRETARY 


Two  entire  pages  9%"  x  . J60.00 

Cover  page,  inside  front  or  back  474"  x  7S/i" .  S5.00 

One  full  page,  4%"  x  7^" .  30.00 

A  half  page  474"  x  3^" . 20.00 

A  quarter  page  254"  *  3^" .  15.00 


On  a  consecutive  contract,  for  the  three  issues,  a  discount  of  ten  per  cent  (10%)  will  be  al¬ 
lowed.  There  will  be  no  discount  allowance  on  orders  for  one  or  two  issues. 

The  magazine  is  6"  x  9"  in  size,  contains  48  pages,  and  is  published  three  times  a  year  - 
February,  Mav  and  October. 

Advertising  copy  is  due  January  I  for  the  February  issue  April  I  for  the  May  issue 

September  I  for  the  October  issue 

Adi’ertising  orders  and  copy  are  to  be  Plates  and  cuts  are  to  be  sent  to: 

sent  to  the  Advertising  Mgr:  North  Shore  Printers,  Inc. 

Miss  Virginia  Mathony  Attention:  Mr.  Ed.  Callahan 

.549.\  South  Painter  535  S.  Sheridan  Road 

Whittier,  California  W'aukegan,  Illinois 

MARK:  FOR  THE  NATIONAL  EDUCATIONAL  SECRETARY 


Coca-Cola . Inside  front  cover 

Ditto  .  4 

Weldon  Roberts  Jet  Erasers  . 13 

Hillyard  Chemical  . 14 

Fuller  Brush  . 16 

Ginn  and  Company  . 30 

Holden  Book  Covers . 37 

Lindy  Pen . Insied  back  cover 


The  National  Association  of  Educational  Secretaries  wishes  to  thank  the 
companies  who  advertise  in  THE  NATIONAL  EDUCATIONAL  SECRE¬ 
TARY  and  to  recommend  to  all  members  and  readers  the  products  and  firms 
represented. 
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"A  working  gal 
needs  a  pal!”  ; 

(..  .a  Lindy  Steno-Pen J  A* 


When  legibility  and  speed  you  must  combine 
...FINE  LINE! 

When  dictation’s  so  fast  you  think  you’ll  flip 
...NO  SKIP!'=' 

When  reams  of  notes  must  be  perfectly  clear  j 
...NO  SMEAR!-='‘='  A 
When  you  must  take  notes  on  a  postage  stamp  / ^ 
..  NO  CRAMP!'***  /i'y 
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FAIR  TRADED 
,  F.T.I.  A 


S  19J9  IP  CO.  INC. 


Long  7"  Sii*  of  5'" 
Pocket-  Purse  Size 
(»457f) 


iifUL  OiU^maJL  ^ 

FINE  POINT  BALL  PEN  #467-F 

‘Giant  Supply  of  Lindy  Exclusive  Formula  Ink 
Lasts  Longer ...  will  not  skip  or  clog!  j 
“Permanent  —  Non-Transferable  —  / 

Non-Smudging  / 

“The  Lindy  Long,  Perfectly  Balanced 
Design  Eliminates  Writing  Fatigue  ^ 

Ink  Meets  U.S.  Gov’t.  Specs  TT-1-562  ^ 


NATIONAUY  ADVERTISED 
UNCONDITIDNALLY  GUARANTEED 


UlUIANT 
■diK  COUMli 

Cotor  at  Cop  and  Button  n  Color  at  Ink 

BIUE  •  BUkCK  •  RED  •  ORRN 
TURQUOISE  •  BlUtOREEN  •  OOlO 
BROWN  •  LAVENDER  •  ORANOE 
UUE-BLACK  •  MAROON 

“Please  ask  for  a  sample 
on  your  school’s  letterhead” 


Purchasing  Agents:  Educational  Secretaries  find  the  LINDY 
Steno-Pen  so  useful  and  economical  we  suggest  you  buy  them 
by  the  gross!  If  your  preferred  distributor  of  stationery  supplies 
does  not  yet  carry  LINDY  Pens,  write,  wire,  or  telephone 
LINDY  SALES  COMPANY,  9601  Jefferson  Blvd.,  Culver  City, 
Calif.,  U.S.A.,  giving  us  the  name  and  address  of  your  preferred 
supplier. 


QUANTITY  DISCOUNTS 


Form  3547  Requested 
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